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Correspondence  and  telephone  inquiries  should  be  directed  to  the  school  officials 
indicated  below: 
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General  Educational  Development  Test  (GED) 
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Public  Relations  . 

Scholarships,  Financial  Aid  . . 

Student  Affairs  . , 

Transcripts,  Permanent  Records . . 

Veterans'  Affairs  . . 


.  Dean  of  Instruction 

.  Director  of  Student  Activities 

.  Dean  of  Student  Services 

.  Director  of  Alumni  Affairs 

.  Director  of  Student  Activities 

.  Dean  of  Student  Services 

....  Director  of  Continuing  Education 

.  Dean  of  Student  Services 

.  Dean  of  Fiscal  Affairs 

.  Director  of  The  Learning  Lab 

.  President 

.  Dean  of  Student  Services 

Director  of  Research  and  Development 

. Director  of  Student  Financial  Aid 

.  Dean  of  Student  Services 

.  Registrar 

.  Director  of  Veterans  Affairs 


All  addresses  are: 

Mayland  Technical  Institute 

P.  O.  Box  547 

Spruce  Pine,  N.C.  28777 

Telephone  (704)  765-7351 


The  Student  Services  Office  is  desig¬ 
nated  to  provide  the  student  consumer 
information  required  by  Title  I  of  the 
Education  Amendments  of  1976,  Publ.  L. 
94-482. 


AFFIRMATIVE  ACTION 

Mayland  Technical  Institute  offers 
Equal  Employment  and  Educational  Op¬ 
portunity  to  all  employees  and  students, 
and  prospective  employees  and  students 
of  the  institution,  without  regard  to  race, 
color,  religion,  handicap,  national  origin, 
political  affiliation,  sex  or  age  (except 
where  sex  is  a  bona  fid  occupational 
qualification). 

All  inquiries  and  questions  that  a 
person  may  have  about  his  or  her 
treatment  as  an  employee  or  student 
under  Mayland  Technical  Institute's  com¬ 
pliance  with  Title  IX  of  the  Educational 
Amendments  of  1972,  Equal  Employment 
Opportunity  and  Affirmative  Action  guide¬ 
lines  may  be  addressed  to 

Frank  B.  Deyton 
Affirmative  Action  Officer 
And  Title  IX  Coordinator 
Mayland  Technical  Institute 
P.O.  Box  547 
Spruce  Pine,  N.  C.  28777 
704-765-7351 


Cover  Photo — By  Neal  Brian  Westveer 
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MEMBER 

North  Carolina  Community  College  System 
Southern  Association  of  Colleges  and  Schools  (Candidate  for  Accreditation) 
American  Association  of  Community  and  Junior  Colleges 
Adult  Education  Association  of  the  U.S.A. 

For  Additional  Information,  Contact 

MAYLAND  TECHNICAL  INSTITUTE 

Highway  19E  P.O.  Box  547 

Spruce  Pine,  N.C.  28777 
Telephone:  704-765-7351 

an  equal  opportunity  employer 


PRESIDENT'S  MESSAGE 


Mayland  Technical  Institute  exists  to  offer  a  quality  education 
in  various  curricula  to  the  people  of  Avery,  Mitchell  and  Yancey 
Counties.  We  believe  it  is  important  to  inform  people  of  what  we 


have  to  offer  and  what  is  within  our  capacity  to  deliver. 

This  catalog  is  dedicated  to  providing  you  with  information 
upon  which  to  base  a  sound  career  decision. 

We  hope  you  choose  Mayland  Technical  Institute.  We  will 
welcome  you  as  a  student.  We  exist  for  you. 


PRESIDENT 
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CALENDAR 

1978-79 


FALL  QUARTER  1978 

September  26 — Tuesday  . 

September  27 — Wednesday  . 

November  23-24— Thursday-Friday 

November  27 — Monday  . 

December  14 — Thursday  . 

December  15 — Friday  . 


Registration — Fall 
Classes  Begin 
Thanksgiving  Holidays 
Classes  Resume 
Last  Day  of  Classes 
Christmas  Holidays  Begin 


WINTER  QUARTER  1978-79 

January  2 — Tuesday  . 

January  3— Wednesday . 

March  20— Tuesday  . 

March  21,  22,  23,  26— . 


Registration — Winter 
Classes  Begin 
Last  Day  of  Classes 
(Any  days  lost  due  to  bad 
weather  will  be  made  up 
during  this  time) 


SPRING  QUARTER  1979 


March  27 — Tuesday  .  Registration-Spring 

March  28— Wednesday  .  Classes  Begin 

April  13-16— Friday-Monday  .  Easter  Holidays 

May  28  29,  30— Monday-Wednesday .  Faculty  Conference 

June  19 — Tuesday  .  Last  Day  of  Classes 


SUMMER  QUARTER  1979 


July  5 — Thursday  . 

July  6— Friday  . 

September  3 — Monday 
September  21 — Friday  ■ 


Registration — Summer 
Classes  Begin 
Labor  Day  Holiday 
Last  Day  of  Classes 
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CALENDAR 

1979-80 


FALL  QUARTER  1979 

September  28 — Friday . . 

October  1 — Monday  . 

November  22,  23 — Thursday-Friday 

December  18 — Tuesday . 

December  19 — Wednesday  . 


Registration — Fall 
Classes  Begin 
Thanksgiving  Holidays 
Last  Day  of  Classes 
Christmas  Holidays  Begin 


WINTER  QUARTER  1980 

January  2 — Wednesday .  Registration — Winter 

January  3 — Thursday .  Classes  Begin 

March  19 — Wednesday .  Last  Day  of  Classes 

March  20,  21,  24,  25  .  (Any  days  lost  due  to  bad 

weather  will  be  made  up 
during  this  time) 


SPRING  QUARTER  1980 


March  26 — Wednesday .  Registration — Spring 

March  27 — Thursday  .  Classes  Begin 

April  4-7 — Friday-Monday  .  Easter  Holidays 

May  28,  29,  30 — Wednesday-Friday  .  Faculty  Conference 

June  18 — Wednesday .  Last  Day  of  Classes 


SUMMER  QUARTER  1980 

July  7 — Monday .  Registration — Summer 

July  8— Tuesday  .  Classes  Begin 

September  1 — Monday  .  Labor  Day  Holiday 

September  23— Tuesday  .  Last  Day  of  Classes 


SCHOOL  CALENDAR 


SCHOOL  CALENDAR 
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CALENDAR 

1980-81 


FALL  QUARTER  1980 


September  30— Tuesday  .  Registration— Fall 

October  1 — Wednesday  .  Classes  Begin 

November  27,  28— Thursday-Friday  .  Thanksgiving  Holidays 

December  1 — Monday  .  Classes  Resume 

December  18 — Thursday .  Last  Day  of  Classes 

December  19 — Friday .  Christmas  Holidays 


WINTER  QUARTER  1981 

January  5-Monday .  Registration-Winter 

January  6 — Tuesday  .  Classes  Begin 

March  23 — Monday .  Last  Day  of  Classes 

March  24,  25,  26,  27  .  (Any  days  lost  due  to  dad 

weather  will  be  made  up 

during  this  time) 


SPRING  QUARTER  1981 

March  30-Monday .  Registration-Spring 

March  31 — Tuesday  .  Classes  Begin 

April  17-20 — Friday-Monday  .  Easter  Holidays 

May  27,  28,  20— Wednesday-Friday  .  Faculty  Conference 

June  22-Monday .  Last  Day  of  C,asses 


SUMMER  QUARTER  1981 


July  6 — Monday . 

July  7 — Tuesday . 

September  7 — Monday 
September  22 — Tuesday 


Registration — Summer 
Classes  Begin 
Labor  Day  Holiday 
Last  Day  of  Classes 
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Purpose 


MAYLAND 

TECHNICAL 

INSTITUTE 

History 

Mayland  Technical  Institute  was  established  in 
July,  1971  to  serve  primarily  the  people  of  Avery, 
Mitchell,  and  Yancey  Counties.  The  school  oper¬ 
ates  under  the  direction  of  the  North  Carolina  De¬ 
partment  of  Community  Colleges  and  the  North 
Carolina  State  Board  of  Education. 

Since  its  beginning,  Mayland  Tech  has  had  tre¬ 
mendous  growth  in  students,  personnel  and  faci¬ 
lities. 

Students  have  grown  from  80  enrolled  in  4  cur¬ 
ricula  in  the  Fall  Quarter  of  1972  to  593  students  en¬ 
rolled  in  13  curricula  in  the  Fall  Quarter  of  1976. 

Personnel  have  grown  from  7  in  Fiscal  Year  1971- 
72  to  61  in  Fiscal  Year  1977-78. 

Facilities  have  grown  from  a  leased  building  of 
3,600  square  feet  to  a  new  campus  and  building 
consisting  of  38  acres  and  34,000  square  feet.  Some 
leased  facilities  are  still  utilized  for  curricula  and 
classrooms.  Also,  the  institution  operates  two 
learning  centers,  the  Avery  County  Learning  Cen¬ 
ter  located  in  Newland  and  the  Yancey  County 
Learning  Center  located  in  Burnsville.  Here,  Adult 
Basic  Education  classes.  Continuing  Education 
classes  and  individualized  instruction  are  offered. 


Mayland  Technical  Institute,  as  a  division  of  the 
North  Carolina  Department  of  Community  Col¬ 
leges,  adopts  in  concept  and  practices  the  open- 
door  philosophy  of  the  Department  of  Community 
Colleges,  the  philosophy  of  “total  education.”  This 
philosophy  views  education  as  a  continuing  proc¬ 
ess  for  all  citizens  of  the  community,  whatever  their 
situations  and  needs.  The  philosophy  demands  that 
the  doors  of  ourinstitution  be  open  to  anyone  who 
seeks  further  education,  and  makes  it  imperative 
that  we  provide  for  each  the  type  of  instruction 
that  will  enable  him  to  obtain  the  knowledge  and 
skills  necessary  for  personal, economic,  social  and 
cultural  advancement. 

Mayland  Technical  Institute  was  established  to 
serve  the  needs  of  the  people  of  Mitchell,  Avery, 
and  Yancey  Counties  by  providing  the  opportunity 
for  continuing  education  for  all  who  seek  it.  Believ¬ 
ing  that  the  greatest  resource  of  any  area  is  its  peo¬ 
ple,  we  seek  the  optimum  development  of  that  re¬ 
source  by  helping  those  who  come  to  develop  sal¬ 
able  skills,  to  upgrade  job  performance,  and  to 
realize  the  satisfaction  of  increased  personal, 
social,  and  cultural  growth. 

Basic  to  the  above  statement  of  purpose  of  May- 
land  Technical  Institute  is  our  belief  in  the  right  of 
every  individual  to  the  best  education  and  train¬ 
ing  he  can  get,  to  begin  where  he  is  and  to  develop 
his  capacities  to  the  fullest.  To  move  toward  this 
goal,  we  adopt  these  objectives: 

1.  To  provide  educational  guidance  to  all  who  seek 
our  help,  by  assisting  them  in  choosing  suitable 
courses  and  in  setting  realistic  goals. 

2.  To  provide  effective  teaching  at  all  levels  of  abil¬ 
ity  so  that  each  student  may  receive  the  instruc¬ 
tion  necessary  to  develop  competence  in  his 
occupational  field  and  to  realize  personal  ful¬ 
fillment. 


HISTORY/PURPOSE 


HISTORY/PURPOSE 
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3.  To  provide  for  adults  who  terminate  their  formal 
education  before  mastering  the  basic  skills  or 
before  graduating  from  high  school,  the  oppor¬ 
tunity  to  master  those  skills  and  to  earn  a  high 
school  diploma. 

4.  To  provide  programs  preparing  students  for 
jobs  at  the  technician  level  in  industry,  business, 
and  service  occupations. 

5.  To  provide  programs  developing  abilities  and 
skills  that  will  prepare  students  for  jobs  at  the 
vocational  level. 

6.  To  provide  general  education  studies  for  stu¬ 
dents  who  seek  personal  growth  and  intellec¬ 
tual  enrichment  through  course  work  not  di¬ 
rectly  related  to  their  vocational  goals,  and  for 
students  who  want  to  earn  an  associate  degree 


in  General  Education  to  serve  as  a  basis  for 
thoughtful  living  or  further  education. 

7.  To  work  with  other  agencies  in  helping  the 
physically,  educationally,  and  culturally  handi¬ 
capped  to  develop  salable  skills  so  that  they  may 
be  self-supporting  and  contributing  members 
of  the  community. 

8.  To  provide  programs  of  vocational  education 
for  employed  adults  who  need  re-training,  and 

or  up-grading,  or  who  can  otherwise  profit  from 

the  program. 

9.  To  work  toward  the  continued  development 
and  progress  of  our  Tri-County  area  by  pro¬ 
viding  training  in  services  related  to  the  econo¬ 
my  of  the  area  and  to  the  welfare  of  its  citizens 
and  visitors. 


k 
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GENERAL  INFORMATION 


GENERAL  INFORMATION 
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Location 

The  main  campus  of  Mayland  Technical  Institute 
is  located  on  Highway  19E  two  miles  east  of  Spruce 
Pine.  The  Automotive-Diesel,  Cosmetology,  and 
Light  Construction  programs  are  presently  operat¬ 
ing  in  temporary  facilities  in  Spruce  Pine.  These 
programs  will  be  moved  to  the  main  campus  when 
the  vocational  building  is  completed. 

The  Continuing  Education  Department  operates 
learning  centers  in  facilities  located  in  Newland 
and  Burnsville. 

Accreditation 

Mayland  Technical  Institute  was  awarded  Candi¬ 
date  for  Accreditation  Status  in  1974  by  the  South¬ 
ern  Association  of  Colleges  and  Secondary 
Schools.  The  institution  operates  under  the  direc¬ 
tion  of  the  North  Carolina  Department  of  Com¬ 
munity  Colleges  and  the  North  Carolina  State 
Board  of  Education. 

Full  accrediation  by  the  Southern  Association  of 
Colleges  and  Secondary  Schools  and  the  North 
Carolina  State  Board  of  Education  is  expected  in 
1978. 


Veterans 

All  curriculum  programs  and  the  Adult  High 
School  Diploma  course  are  approved  for  Veterans 
Administration  educational  assistance. 

Evening  and  Off-Campus  Offerings 

The  institute  offers  an  extensive  evening  and  off- 
campus  program  which  includes  many  of  the  credit 
courses  given  in  the  daytime,  as  well  as  non-credit 
courses  which  are  offered  primarily  for  adults  and 
special  community  organizations,  business,  and  in¬ 
dustry. 


The  availability  of  credit  courses  in  the  evening 
allows  the  student  who  must  work  while  going  to 
school  the  opportunity  to  coordinate  his  school 
activities  with  part-time  employment.  Any  student 
may  enroll  for  both  evening  and  daytime  classes, 
within  limits  of  maximum  credit  hour  load. 

In  some  programs  it  is  possible  to  complete  all 
work  toward  a  diploma  or  an  Associate  in  Applied 
Science  degree  by  attending  only  in  the  evening. 
The  rate  of  progress  will  depend  upon  the  number 
of  courses  taken  each  quarter. 


Visitors 

Visitors,  and  in  particular  prospective  students, 
are  always  welcome  at  Mayland  Technical  Institute. 
Group  tours  may  be  scheduled  Monday  through 
Friday  between  8:00  a.m.  and  4:00  p.m.,  by  calling 
the  Student  Services  Office  (phone  765-7351.) 
Members  of  the  Student  Services  Staff  will  conduct 
tours  and  answer  questions  about  programs. 


Loitering 

North  Carolina  State  Law  prohibits  loitering  on 
school  property.  Visitors  who  are  frequently  on 
campus  without  a  purpose  related  to  school  busi¬ 
ness  will  be  asked  to  leave. 


Office  Hours 

Administrative  offices  are  normally  open  Mon¬ 
day  through  Thursday  from  8:00  a.m.  to  5:00  p.m. 
and  from  8:00  a.m.  to  4:00  p.m.  on  Friday. 

Office  hours  of  instructors  are  posted  on  their 
office  doors  at  the  beginning  of  each  quarter. 

Student  Services  Offices  are  also  open  from  6:00 
p.m.  to  10:00  p.m.  Monday  through  Thursday. 
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ADMISSION 

REQUIREMENTS 

Mayland  Technical  Institute  operates  under  the 
"Open  Door”  policy  of  the  North  Carolina  Depart¬ 
ment  of  Community  Colleges.  Instruction  is  open 
to  any  individual  over  18  years  of  age  who  is  not 
presently  enrolled  in  high  school.  Although  high 
school  graduation  or  the  equivalent  is  normally 
required  for  admission  to  the  curriculum  pro¬ 
grams,  exceptions  may  be  made  in  special  circum¬ 
stances.  If  an  applicant  does  not  meet  the  specified 
requirements  of  the  particular  curriculum  in  which 
he  wishes  to  enroll,  a  member  of  the  staff  will  assist 
him  in  planning  developmental  or  preparatory 
work  to  enable  him  to  meet  these  requirements,  or 
will  advise  him  in  choosing  another  program  to 
meet  his  needs  and  aptitudes. 


Technical  Programs  and 
General  Education  Program 

Requirements  for  admission  to  programs  leading 
to  Associate  Degrees  include: 

1.  High  School  graduate  or  an  equivalent  educa¬ 
tion  approved  by  the  state. 

2.  Transcripts  of  high  school  and  post-high  school 
education. 

3.  Aptitude  for  the  program  for  which  the  indivi¬ 
dual  is  applying  as  demonstrated  by  placement 
tests. 

4.  Acceptable  physical  and  mental  health. 

5.  A  personal  interview  with  a  member  of  the 
Student  Services  staff. 


Vocational  Programs 

Requirements  for  admission  to  Vocational  pro¬ 
grams  leading  to  a  certificate  or  diploma  include: 

1.  High  School  graduation  oran  equivalent  educa¬ 
tion  approved  by  the  state  (high  school  gradua¬ 
tion  may  be  waived  by  decision  of  the  Admis¬ 
sions  Committee  when  special  aptitude  and  in¬ 
terests  are  demonstrated,  predicting  success  in 
the  program). 

2.  Transcripts  of  high  school  and  post-high  school 
education. 

3.  Aptitude  for  the  program  for  which  the  indivi¬ 
dual  is  applying  as  demonstrated  by  placement 
tests. 

4.  Acceptable  physical  and  mental  health. 

5.  A  personal  interview  with  a  member  of  the  Stu¬ 
dent  Services  staff. 

6.  A  candidate  for  admission  to  the  Nursing  Pro¬ 
gram  must  meet  these  additional  require¬ 
ments: 

1.  Age  of  least  18  years. 

2.  Acceptable  physical  and  mental  health  as 
evidenced  by  a  report  of  physical  examina¬ 
tion  signed  by  a  physician  and  dental  exam¬ 
ination  signed  by  a  physician  and  dental 
examination  signed  by  dentist. 

3.  Personal  interview  with  Dean  of  Student 
Services  and  with  the  Director  of  the  Nursing 
Program. 

Adult  High  School  Programs 
and  Other  Continuing 
Education  Programs 

Admission  to  these  programs  is  granted  to  any 
person  18  years  of  age  or  over  who  shows  an  inter¬ 
est  in  enrolling  in  the  programs  and  a  desire  to 
profit  from  the  instruction. 


ADMISSION  REQUIREMENTS 


ADMISSION  PROCEDURE 
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Admission  of  Minors 

Students  between  ages  of  16  and  18  may  be  ad¬ 
mitted  to  the  programs  offered  by  Mayland  Tech¬ 
nical  Institute  in  the  event  of  unusual  circum¬ 
stances.  All  minors  will  be  admitted  only  with  the 
approval  of  the  Admissions  Committee  in  accord¬ 
ance  with  the  policies  adopted  by  the  State  Board 
of  Education. 

ADMISSION 

PROCEDURES 

Those  wishing  to  enroll  in  any  curriculum  of¬ 
fered  by  Mayland  Technical  Institute  should: 

1.  Obtain  an  application  form  from  the  office  of 
Student  Services  or  from  a  local  high  school 
guidance  office. 

2.  Submit  the  properly  completed  application 
form,  including  health  appraisal  form  (and 
physician’s  report  for  programs  requiring  this). 

3.  Request  that  a  transcript  of  previous  educa¬ 
tional  record  be  sent  directly  to  the  office  of  Stu¬ 
dent  Services. 

4.  Come  for  an  interview  with  a  member  of  the 
Student  Services  staff,  and  take  any  placement 
tests  deemed  necessary  for  determining  the 
suitable  classes  or  program. 

5.  Register  during  the  regular  registration  period. 

Transfer  Students 

Students  may  be  admitted  with  advanced  stand¬ 
ing  by  transfer  from  other  technical  schools,  col¬ 
leges,  or  universities.  If  the  student  is  accepted  for 
admission,  his  record  will  be  evaluated  by  the 
registrar  and  by  the  head  of  the  department  in 
which  he  seeks  to  enroll,  in  order  to  determine  the 
amount  of  credit  that  may  be  applied  toward  the 
program. 

No  student  will  be  admitted  who  is  ineligible,  for 
disciplinary  reasons,  to  return  to  the  last  school  at¬ 


tended.  Appeals,  may  be  made  to  the  Admissions 
Committee.  A  student  ineligible  for  academic  rea¬ 
sons  to  return  to  the  last  school  attended  may,  with 
the  approval  of  the  department  head  and  the  Ad¬ 
missions  Committee,  be  admitted  on  probation. 

Auditing  Courses 

Students  who  wish  to  audit  courses  must  follow 
regular  registration  procedures.  They  must  have 
the  approval  of  the  Chairman  of  the  Department  in 
which  the  particular  course  is  offered  and  will  be 
admitted  to  class  only  if  there  is  room  after  students 
taking  the  course  for  credit  are  admitted. 

Auditing  students  are  charged  the  same  tuition 
rates  as  credit  students  are  charged,  but  do  not 
receive  credit  for  courses  audited.  They  are  ex¬ 
pected  to  observe  all  attendance  and  other  regula¬ 
tions. 

Expenses 

In  keeping  with  its  philosophy,  Mayland  Tech¬ 
nical  Institute  tries  to  provide  educational  oppor¬ 
tunities  at  the  least  possible  cost.  Tuition  and  fees 
are  due  at  the  beginning  of  each  quarter  and  must 


be  paid  at  the  time  of  registration. 

N.C.  Out-of- 

Tuition  per  Quarter  Resident  State 

12  quarter  hours  or  more 

(full-time)  $39.00  $198.00 

Part-time  students 

(per  quarter  hour)  3.25  16.50 

Activity  Fee  (required  of  all  students 

taking  9  or  more  credit  hours)  5.00  5.00 

Late  Registration  Fee  5.00  5.00 


Adult  High  School— No  tuition  fee  is  charged  for 
students  enrolled  in  the  Adult  High  School  Diplo¬ 
ma  Program,  or  to  students  preparing  to  take  the 
General  Education  Development  Tests  for  a  high 
school  equivalency  certificate. 

Charges  for  tuition  and  fees  are  subject  to 
change  as  recommended  by  the  Board  of  Trustees 
and  approved  by  the  State  Board  of  Education. 


Other  Expenses: 

Books  and  supplies  are  sold  at  the  bookstore. 
The  cost  varies  from  one  program  of  studies  to  the 
other,  and  from  one  quarter  to  the  other.  A  rea¬ 
sonable  estimate  of  cost  of  books  is  from  $25.00  to 
$45.00  per  quarter. 

Insurance 

Accident  insurance  covering  hours  in  school  and 
transportation  to  and  from  school  is  available  for  a 
small  charge.  Students  desiring  this  insurance 
may  make  payment  to  the  business  office  at  the 
time  of  registration.  Students  are  urged  to  take  ad¬ 
vantage  of  this  insurance,  since  neither  the  Tech¬ 
nical  Institute  nor  the  State  of  North  Carolina  car¬ 
ries  insurance  to  cover  any  student  for  accidents  or 
otherwise. 

Refunds 

Tuition  refunds  are  made  only  when  the  student 
is  compelled  to  withdraw  for  unavoidable  reasons 
during  the  first  ten  calendar  days  after  the  begin¬ 
ning  of  the  quarter.  Tuition  refunds  will  not  be 
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considered  after  that  time.  A  maximum  of  two- 
thirds  of  the  student’s  tuition  may  be  refunded. 
Tuition  refunds  will  not  be  considered  for  $5.00  or 
less  except  if  a  course  or  curriculum  fails  to  mater¬ 
ialize,  all  of  the  student’s  tuition  shall  be  refunded. 
Exceptions  to  this  policy  may  be  made  for  students 
receiving  Veterans  Benefits. 

No  refund  of  activity  fee  will  be  made. 

Residency 

To  qualify  as  a  resident  for  tuition  purposes,  a 
person  must  have  established  legal  residence 
(domicile)  in  North  Carolina  and  maintained  that 
legal  residence  for  at  least  twelve  months  prior  to 
his  or  her  classification  asa  resident  for  tuition  pur¬ 
poses.  Every  applicant  for  admission  will  be  re¬ 
quired  to  make  a  statement  as  to  his  length  of  resi¬ 
dency  in  the  state.  Efe  may  be  asked  for  additional 
information  to  support  his  residency  claim. 

Before  actual  enrollment,  the  student  will  be 
classified  by  the  Dean  of  Student  Services  as  either 
a  resident  or  non-resident  of  North  Carolina.  If  a 
student  feels  he  has  been  classified  incorrectly  he 
may  appeal,  to  the  Campus  Residence  Committee. 


EXPENSES 


STUDENT  FINANCIAL  AID 


1  O 
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STUDENT 
FINANCIAL  AID 

Mayland  Technical  Institute  seeks  to  provide 
financial  assistance  to  students  who  without  aid 
might  not  be  able  to  continue  their  education.  The 
types  of  aid  available  include  scholarships,  grants, 
and  part-time  work  none  of  which  requires  repay¬ 
ment.  All  students  enrolling  for  six  or  more  credit 
hours  may  apply  for  aid. 

Because  ALL  STUDENT  AID  IS  AWARDED  ON 
THE  BASIS  OF  FINANCIAL  NEED,  each  applicant  is 
required  to  submit  a  financial  statement  to  deter¬ 
mine  eligibility.  All  information  received  will 
remain  confidential. 

Information  and  application  forms  for  financial 
assistance  may  be  obtained  from  the  Student  Serv¬ 
ices  Office  or  from  high  school  guidance  coun¬ 
selors.  Applications  must  be  filed  annually. 

Aid  awards  are  made  on  a  yearly  basis  with  por¬ 
tions  of  the  total  award  disbursed  to  the  student 
each  quarter  after  registration  has  been  com¬ 
pleted. 

Types  of  Aid  Available 

Basic  Educational  Opportunity  Grants  (BEOG)— 

Basic  Grants  are  the  base  or  floor  upon  which  a  stu¬ 
dent’s  aid  package  is  built.  Eligibility  is  based  on 
financial  need  as  determined  by  the  U.S.  Office  of 
Education.  ALL  STUDENTS  WANTING  FINANCIAL 
ASSISTANCE  ARE  REQUIRED  TO  APPLY  FOR  A 
BASIC  GRANT. 

Supplemental  Educational  Opportunity  Grants 
(SEOG) — Supplemental  Grants  are  awarded  to  stu¬ 
dents  with  exceptional  financial  need  who  without 
this  help  might  not  be  able  to  continue  their  edu¬ 
cation.  A  limited  number  of  these  grants  are  avail¬ 
able  each  year  to  students  receiving  additional  aid 
at  least  equal  to  the  amount  of  this  grant. 


North  Carolina  Student  Incentive  Grants 
(NCSIG)— North  Carolina  residents  with  “substan¬ 
tial  financial  need”  enrolled  full  time  may  apply  for 
a  Student  Incentive  Grant.  Interested  students 
should  have  their  applications  completed  before 
March  31.  Late  filers  will  be  considered  if  funds  are 
available. 

Trustees  Scholarships — These  scholarships  are 
made  available  by  interested  citizens,  businesses 
and  civic  organizations.  Only  residents  of  Avery, 
Mitchell,  and  Yancey  Counties  are  eligible  to  re¬ 
ceive  a  Trustees  Scholarship. 

McClure  Fund  Scholarships— The  James  G.  K. 
McClure  Educational  and  Development  Fund  pro¬ 
vides  scholarships  to  academically  promising  and 
financially  deserving  students  from  Western  North 
Carolina.  Evidence  of  Christian  character,  partici¬ 
pation  in  extracurricular  activities,  and  service  to 
others  is  also  considered.  Applications  are  avail¬ 
able  in  the  Student  Services  Office  or  in  high 
school  guidance  offices. 

WNC  Lung  Association  Scholarship— The  West¬ 
ern  North  Carolina  Lung  Association  grants  a 
scholarship  to  MTI  each  year  for  students  enrolled 
in  Nursing  Education  Options — Level  I. 

College  Work-Study  (CWS)-Part-time  employ¬ 
ment  is  made  available  to  eligible  students  to  help 
them  meet  educational  expenses.  Students  receiv¬ 
ing  CWS  assistance  usually  work  on  campus  and  in 
an  area  related  to  their  career  interests  if  possible. 

Plan  Assuring  College  Education  (PACE)  PACE 
is  essentially  a  summer  College  Work-Study  Pro¬ 
gram  providing  summer  employment  for  North 
Carolina  students.  Participating  students  are  ex¬ 
pected  to  save  a  substantial  portion  of  their  earn¬ 
ings  for  educational  expenses  the  following  aca¬ 
demic  year. 

Vocational  Work-Study  (VWS)— This  is  a  state 
funded  program  providing  part-time  employment 
on  campus  for  a  limited  number  of  students. 
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How  To  Apply  For 
Student  Financial  Aid 

— Complete  the  normal  admissions  process  to  en¬ 
ter  the  school. 

Complete  a  Family  Financial  Statement  (FFS)  and 
send  it  to  the  American  College  Testing  Program 
(ACT)  for  processing.  The  student  will  need  to 
complete  only  this  one  form  to  be  considered  for 
all  the  types  of  aid  available  through  MTI  except 
the  McClure  Scholarship.  A  report  of  your  need 
will  then  be  sent  by  ACT  to  Mayland  Tech. 

— To  apply  for  a  Basic  Grant  you  need  only  to  check 
the  appropriate  space  on  the  FFS.  A  special  Basic 
Grant  application  form  is  also  available.  Allow¬ 
ances  for  changes  in  financial  circumstances  are 
made  by  filing  a  Supplemental  Form. 

—To  apply  for  a  North  Carolina  Student  Incentive 
Grant  the  student  must  have  a  second  report 
from  his  FFS  sent  to  the  College  Foundation,  Inc. 
(ACT  code  #6666). 

Special  care  should  be  taken  in  filling  out  the 
forms  to  make  sure  the  information  is  as  complete 
and  accurate  as  possible  to  avoid  delays  in  process¬ 
ing.  Students  having  difficulty  in  completing  the 
forms  are  encouraged  to  contact  the  Student  Fi¬ 
nancial  Aid  Office  or  their  high  school  guidance 
counselor. 

IT  IS  IN  THE  STUDENT’S  BEST  INTEREST  TO  AP¬ 
PLY  FOR  FINANCIAL  ASSISTANCE  AS  SOON  AS 
POSSIBLE. 

Eligibility  For  Aid 

Eligibility  requirements  for  each  type  of  aid  listed 
above  vary  from  year  to  year.  For  information  on 
the  most  recent  eligibility  requirements,  methods 
for  determining  individual  student  eligibility,  and 
calculating  award  amounts,  contact  the  Financial 
Aid  Director. 

Specific  eligibility  requirements  are  established 
by  the  U.S.  Department  of  Health,  Education,  and 


Welfare  for  Federally  funded  aid  programs;  N.C. 
Department  of  Human  Resources  and  College 
Foundation,  Inc.  for  State  funded  programs;  and 
local/private  sources  determine  eligibility  for  their 
respective  programs.  Mayland  Technical  Institute 
awards  institutional  funds  on  the  basis  of  financial 
need. 

Basically,  all  aid  awarded  through  MTI  is  done  so 
on  the  basis  of  financial  need.  Financial  need  is 
determined  by  subtracting  the  total  family  contri¬ 
bution  from  the  total  educational  costs.  The 
amount  a  family  can  realistically  contribute  toward 
educational  costs  is  measured  by  each  student’s 
Family  Financial  Statement.  A  student’s  aid  pack¬ 
age  may  include  grants,  scholarships,  and  work 
amounting  up  to  his/her  calculated  need. 

To  remain  eligible  a  student  must  be  enrolled  at 
least  on  a  half-time  basis  and  be  in  good  academic 
standing  (see  page  20  for  requirements).  Students 
withdrawing  from  school  before  the  end  of  a  quar¬ 
ter  are  liable  for  repayment  of  part  of  the  funds 
received  during  that  quarter. 


Budget  Information 

The  following  are  estimated  student  expenses 
for  a  nine-month  school  year. 


Single 

Married 

Dependent 

Self 

Commuter 

Support 

Tuition  and  Fees  . . 

•*132.00 

**132.00 

Books  and  Supplies  . 

175.00 

175.00 

Housing . 

400.00 

*1920.00 

Food . 

500.00 

*1720.00 

Personal . 

450.00 

*900  00 

Transportation . 

500.00 

745.00 

TOTAL . 

***2157.00 

***5592.00 

*12  months 

**Add  $477  for  out-of-state  Tuition 
‘••Child  Allowance  $1000  per  child 
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Other  Aid  Available 

Vocational  Rehabilitation — Handicapped  stu¬ 
dents  may  be  eligible  for  scholarship  assistance  un¬ 
der  the  provisions  of  U.S.  Public  Law  565.  Prospec¬ 
tive  students  who  might  qualify  for  this  aid  should 
contact  the  nearest  office  of  the  North  Carolina 
Department  of  Vocational  Rehabilitation. 

N.C.  Division  of  Veterans  Affairs  Scholarships — 
These  scholarships  are  available  to  children  of  cer¬ 
tain  deceased,  disabled  or  POW/MIA  Veterans. 
For  further  information,  the  student  should  con¬ 
tact  the  Veterans  Service  Officer  in  his  home 
county,  or  the  Veterans  Coordinator  at  Mayland 
Tech. 

Veterans  Administration  Benefits — All  curricu¬ 
lum  programs  offered  by  the  Institute  are  ap¬ 
proved  for  Veterans  Administration  educational 
assistance  benefits.  The  Adult  High  School  Diplo¬ 
ma  Program  is  also  approved  for  VA  Benefits. 

VETERANS,  DEPENDENTS  OF  VETERANS,  AND 
WAR  ORPHANS  may  be  eligible  for  VA  benefits. 


For  further  information  and  assistance  in  establish¬ 
ing  eligibility  for  educational  benefits,  contact  the 
Veterans  Coordinator  in  the  Student  Services  Of¬ 
fice. 

Social  Security  Benefits — Educational  benefits 
are  made  available  to  eligible  students  if  the  head 
of  the  household  is  deceased,  disabled,  or  retired. 
Contact  your  local  Social  Security  Office  for  more 
information. 

Comprehensive  Employment  Training  Act 
(CETA)  — CETA  recognizes  the  need  for  training 
and  retraining  workers  having  lost  their  job  due  to 
automation,  technical  changes,  etc.  CETA  provides 
funds  for  students  to  meet  educational/training 
costs  and  personal  expenses  while  they  are  acquir¬ 
ing  a  salable  skill.  Eligibility  requirements  are 
determined  by  the  U.S.  Department  of  Labor  and 
is  based  on  financial  need,  previous  training,  cur¬ 
rent  employment  skills,  etc. 

For  more  information  contact  the  Director  of 
Human  Resources  Development  at  Mayland  Tech. 
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ACADEMIC  POLICIES,  CAMPUS  LIFE 
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Registration 

Curriculum  students  are  expected  to  register  for 
courses  on  the  day  specified  on  the  calendar  in  the 
front  of  this  book. 

Students  who  register  late  must  have  the  permis¬ 
sion  of  the  department  head  and  must  pay  a  late 
registration  fee  of  $5. 

Day  students  will  usually  register  from  8:30  a.m. 
to  1 :00  p.m.  and  evening  students  from  6:00  p.m.  to 
8:30  p.m. 

Advisor  System 

Every  student  who  applies  for  admission  is  as¬ 
signed  to  a  faculty  advisor  within  the  department 
the  student  plans  to  enter.  The  student  is  notified 
of  the  identity  of  his/her  advisor  in  the  registration 
instruction  letter  sent  to  new  student’s  at  the  be¬ 
ginning  of  each  quarter. 

The  faculty  advisor  is  available  to  assist  the  stu¬ 
dent  in  planning  a  program  of  studies  and  register¬ 
ing  for  classes  at  the  beginning  of  each  quarter.  The 
faculty  advisor  must  sign  the  student’s  registration 
form  before  the  student  can  register  for  classes. 

The  student  is  encouraged  to  seek  out  his/her 
faculty  advisor  as  a  continuing  source  of  help  while 
he/she  is  enrolled  at  Mayland  Technical  Institute. 

Course  Load 

Students  enrolled  for  12  or  more  quarter  hours 
are  classified  as  full-time  students.  Those  taking  less 
are  classified  as  part-time.  Normal  course  loads  will 
vary  from  one  curriculum  to  another  and  from  one 
quarter  to  another.  A  normal  course  load  is  out¬ 
lined  by  departments  in  this  catalog.  Students  de¬ 
siring  to  carry  more  than  21  credit  hours  must  ob¬ 
tain  permission  from  the  Student  Services  Office. 

Schedule  Changes 

Change  of  student  schedule  after  registration 
has  been  completed  will  be  made  only  with  per¬ 
mission  of  the  Registrar  orthe  Dean  of  Student  Ser¬ 


vices,  and  approval  of  the  instructors  involved. 
Schedule  changes  without  academic  penalty  may 
be  made  for  ten  days  after  registration  day.  To 
make  a  change  the  following  steps  should  be  fol¬ 
lowed: 

1.  Obtain  change  of  schedule  form  from  Student 
Services  Office  or  advisor. 

2.  Obtain  approval  from  faculty  advisor  and  in¬ 
structors  involved. 

3.  Return  completed  form  to  Student  Services  Of¬ 
fice. 

Courses  Repeated  For  Credit 

When  a  course  is  repeated,  the  last  grade  is  re¬ 
corded  as  the  final  grade  for  the  course,  and  only 
the  last  hours  attempted  arecounted  in  computing 
total  credit  hours  and  in  determining  the  student’s 
grade  point  average.  Courses  with  earned  grades 
of  C  or  better  may  be  repeated  only  by  special  per¬ 
mission  from  the  instructor  and  the  Dean  of  Stu¬ 
dent  Services. 

Removal  of  Incompletes 

An  “I”  or  “Incomplete”  indicates  that  a  student 
has  done  work  of  a  passing  grade  in  a  course,  but 
because  of  unusual  circumstances  has  failed  to  do 
some  portion  of  the  required  work.  Unless  this  in¬ 
complete  is  removed  before  the  end  of  the  suc¬ 
ceeding  term;  the  “I”  automatically  becomes 
“NC”  (no  credit). 

Transfer  Credit 

Mayland  Technical  Institute  will  accept  and  give 
credit  for  work  completed  at  other  technical  in¬ 
stitutes  or  colleges.  Grades  earned  at  another  in¬ 
stitution  will  not  be  considered  in  computation  of 
the  student’s  grade  point  average  at  Mayland  Tech. 
Applications  for  admission  with  advanced  standing 
should  make  regular  application  and  submit  a 
transcript  of  work  from  schools  previously  at¬ 
tended.  No  credit  will  be  accepted  for  work  below 
the  average  grade  level  given  by  another  school. 


Proficiency  Examinations 

A  student  may,  after  registering  for  a  course  and 
during  the  first  ten  school  days  of  a  quarter,  elect  to 
take  a  proficiency  examination  for  credit  for  the 
course.  The  following  steps  will  be  followed. 

1.  The  student  will  consult  with  his  advisor  and  his 
instructor  concerning  the  possibility  of  taking 
the  exam,  giving  evidence  of  adequate  back¬ 
ground  and  preparation.  Placement  test  results 
may  be  one  indication  of  a  need  for  advanced 
placement  in  a  program. 

2.  The  instructor  and  advisor  will  set  a  date  for  the 
exam,  which  may  be  written  or  oral,  or  both.  The 
final  examination  of  the  course  will  normally  be 
used  for  the  proficiency  exam.  The  test(s)  used 
will  always  reflect  the  academic  standards  of  the 
course  to  be  exempted. 

3.  After  the  successful  completion  of  the  exam,  the 
instructor  will  report  the  course  number  and 
number  of  hours  credit  to  the  Dean  of  Student 
Services.  No  quality  points  will  be  given. 

Students  entering  under  articulation  agree¬ 
ments  are  exempt  from  these  provisions. 


Grading  System 

Grades  for  curriculum  students  will  be  issued  at 
the  end  of  each  quarter. 

Students  will  be  graded  by  the  letter-grade  sys¬ 
tem  shown  below  and  assigned  a  grade  point  equi¬ 
valent  in  quality  points  for  each  quarter  scheduled. 


Numerical 

Equivalent 

94-100 
86-93 
78-85 
70-77 
Below  70 
l-lncomplete 
WP-Withdrew 
Passing 

WF-Withdrew 

Failing 


Letter 

Grade 

A-Excellent 
B-Good 
C-Average 
D-Passing 
NC-No  Credit 


Grade  Point  Equivalent 

4  points  each  per  credit  hour 
3  points  each  per  credit  hour 
2  points  each  per  credit  hour 
1  point  each  per  credit  hour 
0  points  each  per  credit  hour 
Not  computed 


Not  computed 


0  points  each  per  credit  hour 
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Academic  Probation 

Any  student  who  fails  to  maintain  a  2.00  cumula¬ 
tive  grade  point  average  will  receive  written  notice 
that  he/she  has  been  placed  on  academic  proba¬ 
tion. 

Students  placed  on  academic  probation  are  en¬ 
couraged  to  consult  a  counselor  in  the  Student  Ser¬ 
vices  Office  and  develop  a  plan  to  improve  their 
academic  performance. 

A  student  on  academic  probation  may  be  re¬ 
quired  by  the  Dean  of  Students  to  modify  his/her 
schedule  of  courses. 

If  a  student  on  academic  probation  does  not  im¬ 
prove  his/her  grade  point  average  in  the  sub¬ 
sequent  term,  any  benefits  (veterans,  social  secur¬ 
ity,  student  financial  aid,  etc.)  dependent  on  satis¬ 
factory  progress  will  be  terminated. 

If  a  student’s  grade  point  average  drops  below 
1.50,  the  following  options  will  be  available  to  that 
student. 

1.  Withdraw  completely  from  the  program  en¬ 
rolled  in  for  at  least  one  quarter. 

2.  With  the  permission  of  the  Dean  of  Student 
Services,  enter  another  curriculum  program  or 
other  learning  option  suited  to  the  students 
needs,  aptitudes  and  interests. 


Dean's  List 

In  recognition  of  students  with  outstanding 
academic  records,  the  Dean’s  List  will  be  published 
at  the  end  of  each  quarter.  To  qualify  for  the  Dean’s 
List  a  student  must  take  a  minimum  work  load  of  9 
quarter  hours  credit  and  maintain  at  least  a  3.00 
(“B”)  average,  with  no  grade  lower  than  “C”. 

Requirements  for 
Graduation 

A  student  is  eligible  for  graduation  when  he  has 
fulfilled  the  following  requirements: 
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1.  Has  satisfactorily  completed  all  the  require¬ 
ments  of  the  curriculum  as  stated  in  the  catalog 
at  time  of  his  enrollment. 

2.  Has  an  overall  quality  point  average  of  2.0. 

3.  Has  taken  care  of  all  financial  obligations  to 
Mayland  Technical  Institute. 

4.  Has  submitted  an  application  for  graduation  to 
the  Student  Services  Office  three  months  be¬ 
fore  the  student  plans  to  complete  a  program. 

HONORS:  A  graduating  student  who  has  earned 
an  overall  quality  point  average  of  3.0 
or  better  on  all  work  completed  at 
Mayland  Technical  Institute  will  re¬ 
ceive  his  diploma  or  degree  with 
"honors”. 

Transcripts  of  Credits 

Transcripts  of  credit  will  be  supplied  to  all  stu¬ 
dents  and  to  former  students  requesting  them.  No 
transcript  will  be  sent  to  another  organization  or 
individual  unless  requested  in  writing  by  the  stu¬ 
dent. 

Degrees,  Diplomas, 
and  Certificates 

THE  ASSOCIATE  IN  APPLIED  SCIENCE  DECREE 
(A.A.S.)  is  awarded  to  any  student  successfully 
completing  a  two-year  technical  program  or 
the  two-year  General  Education  program. 

A  DIPLOMA  is  awarded  to  the  student  completing 
a  Vocational  program  of  study  which  is  one 
year  or  more  in  length. 

CERTIFICATES  of  course  completion  are  awarded 
for  special  short  courses  and  programs  of  less 
than  one  year  in  length. 

ADULT  HIGH  SCHOOL  DIPLOMAS  are  awarded 
by  the  cooperating  County  Board  of  Educa¬ 
tion  to  students  satisfactorily  completing  the 
Adult  High  School  Program. 


ADULT  HIGH  SCHOOL  EQUIVALENCY  certifi¬ 
cates  are  awarded  by  the  North  Carolina  De¬ 
partment  of  Public  Instruction  to  individuals 
who  made  satisfactory  scores  on  the  General 
Education  Development  (G.E.D.)  tests. 

STUDENT  REGULATIONS 

Student  Conduct 

Students  are  expected  to  conduct  themselves  at 
all  times  as  mature  and  responsible  individuals, 
showing  a  high  regard  for  school  facilities  and 
property  and  for  the  personal  property  of  others. 

School  regulations  concerning  such  activities 
as  traffic,  parking,  smoking,  and  all  aspects  of  per¬ 
sonal  conduct  must  be  observed  at  all  times.  Con¬ 
duct  which  is  disruptive  to  the  learning  situation  or 
incompatible  with  accepted  standards  or  propriety 
or  with  state  or  local  laws  may  result  in  suspension. 
Re-admittance  of  suspended  students  at  a  sub¬ 
sequent  session  will  be  at  the  discretion  of  the  Ad¬ 
ministrative  Council  of  the  Institute.  This  council 
includes  the  President,  the  Dean  of  Instruction,  the 
Dean  of  Student  Services,  and  the  Dean  of  Fiscal 
Affairs.  The  Dean  of  Student  Services  is  responsible 
for  enforcing  school  regulations  and  behavior 
standards. 

Grievance  Procedures 

In  matters  pertaining  to  disciplinary  action  or  any 
other  grievance  against  the  school,  any  student 
may  appeal  his/her  case  to  the  Grievance  Com¬ 
mittee.  This  committee,  appointed  by  the  Presi¬ 
dent,  consists  of  two  students,  two  instructors, 
and  two  administrators.  It  will  review  all  cases  and 
make  an  appropriate  recommendation  to  the 
President.  The  decision  of  the  President  may  be 
appealed  to  the  Board  of  Trustees  of  the  Institute 
by  requesting  in  writing  a  formal  hearing  before 
the  board.  More  detailed  information  about  pro¬ 
cedures  is  given  in  the  general  information  hand¬ 
book. 
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Attendance 

All  students  are  expected  to  be  present  and  on 
time  for  all  scheduled  classes.  A  student  who  fails  to 
contact  the  instructor  for  a  two-week  period  or 
who  fails  to  respond  to  notices  of  absences  from 
Student  Services  Office  will  be  dropped  from  the 
class  roll.  Three  tardies  shall  be  considered  as  one 
absence. 

The  student  is  held  responsible  for  work  missed 
due  to  absences. 

Withdrawing  From  School 

Students  who  withdraw  from  the  Institute  during 
any  quarter  should  first  consult  with  the  Student 
Services  Office. 

To  withdraw  from  the  Institute,  the  student  will 
use  the  following  procedures: 

1.  The  student  will  complete  a  withdrawal  form  in 
the  Student  Services  Office. 

2.  The  Student  Services  Office  will  notify  each  in¬ 
structor  of  the  name  of  the  student  and  the  offi¬ 
cial  date  of  withdrawal. 

Privacy  Rights  of  Students 

In  accordance  with  SECTION  438  Public  Law  93- 
380  Family  Educational  Rights  and  Privacy  Act, 
Mayland  Technical  Institute  recognizes  the  right  of 
students  access  to  their  official  records,  their  right 
to  a  hearing  if  they  challenge  the  contents  of  offi¬ 
cial  records  and  the  responsibility  of  the  school  to 
restrict  the  release  of  personally  identifiable  infor¬ 
mation  without  the  consent  of  the  student  con¬ 
cerned. 

Directory  information  such  as  a  list  of  student 
names,  addresses  and  phone  numbers  will  be  pub¬ 
lished  for  internal  campus  use  only.  Information 
such  as  name  and  program  may  be  used  for  news 
releases  such  as  the  quarterly  dean’s  list  or  gradua¬ 
tion  list. 


No  records  shall  be  available  to  unauthorized 
personnel  or  groups  outside  the  college  without 
the  written  consent  of  the  student  involved  except 
under  legal  compulsion. 

For  additional  information  about  their  rights  stu¬ 
dents  should  consult  the  Student  Handbook  or  dis¬ 
cuss  the  subject  with  the  Dean  of  Student  Services. 

Smoking 

Smoking  is  allowed  on  the  campus  but  is  pro¬ 
hibited  in  all  instructional  areas.  Ash  trays  are  pro¬ 
vided  in  those  areas  where  smoking  is  allowed. 
Smoking  is  permitted  in  faculty-staff  offices  if  there 
is  no  objection  by  the  office  occupant. 

STUDENT  SERVICES 

Mayland  Technical  Institute  provides  assistance 
to  the  student  in  various  areas  of  school  life,  includ¬ 
ing  the  following: 

1.  GUIDANCE  AND  COUNSELING  SERVICE 
Trained  counselors  are  available  in  the  Student 
Services  Office  to  assist  students  with  educa¬ 
tional,  vocational,  or  personal  problems.  In 
addition,  each  student  at  Mayland  Technical  In¬ 
stitute  is  assigned  a  faculty  advisor  who  is  avail¬ 
able  for  help  with  problems  related  to  the  stu¬ 
dent’s  course  work.  A  Coordinator  of  Veterans 
Affairs  is  available  to  offer  special  assistance  to 
veterans  and  veterans’  dependents. 

2.  TESTING  SERVICE 

Testing,  at  no  cost,  is  provided  to  assist  students 
in  self-understanding.  In  addition  to  placement 
tests,  the  Institute  has  available  tests  to  measure 
aptitude,  achievement,  and  vocational  interests. 
Individuals  are  encouraged  to  use  these  serv¬ 
ices. 

3.  FINANCIAL  AID 

Financial  aid  information  is  provided,  with  as¬ 
sistance  in  making  application.  The  Director  of 
Financial  Aid  will  provide  information  and  as¬ 
sistance  to  students  applying  for  the  various 
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PARKING/HOUSING/HEALTH  SERVICES 


22 


types  of  aid  described  in  the  Financial  Aid  sec¬ 
tion  of  this  catalog. 

4.  PLACEMENT 

Mayland  Technical  Institute  has  a  placement  of¬ 
fice  to  assist  alumni  and  prospective  graduates 
find  jobs.  The  office  maintains  a  relationship 
with  local  industries  and  keeps  current  informa¬ 
tion  regarding  vacancies.  Every  effort  will  be 
made  to  make  students  aware  of  job  opportuni¬ 
ties. 

5.  ORIENTATION 

An  orientation  program  is  conducted  by  mem¬ 
bers  of  the  faculty,  staff,  and  student  body  to 
acquaint  the  new  student  with  the  personnel, 
the  regulations,  policies  and  privileges  of  the  In¬ 
stitute.  New  students  will  be  notified  about  the 
schedule  for  the  program. 

Parking 

Students,  faculty  and  staff  are  expected  to  park  in 
the  main  parking  lot  on  the  new  campus.  Only 
handicapped  students  who  have  been  assigned 
special  window  sticker  may  use  the  parking  spaces 
designated  for  handicapped  students. 

Cars  parked  along  the  access  road  are  subject  to 
being  towed  away  since  this  is  a  fire  lane  that  must 
be  kept  open  at  all  times. 

Students  attending  classes  in  the  temporary 
facilities  within  the  town  of  Spruce  Pine  are  ex¬ 
pected  to  make  use  of  the  parking  lots  reserved  for 
student  parking.  They  are  encouraged  not  to  park 
in  metered  spaces  on  the  streets  of  Spruce  Pine. 

Housing 

Mayland  Technical  Institute  has  no  dormitory 
facilities,  so  students  who  wish  to  live  away  from 
home  must  maketheirown  housing  arrangements. 
The  Institute  takes  no  responsibility  for  locating  or 
supervising  student  housing.  The  Office  of  Student 
Services  will  provide  suggestions  as  to  locations 
of  possible  housing. 


Health  Services 

Mayland  Technical  Institute  has  no  facilities  or 
personnel  for  medical  treatment  other  than  for 
minor  first  aid,  and  assumes  no  financial  respon¬ 
sibility  for  injuries  or  sickness  of  students.  Students 
suffering  acute  illness  or  injuries  requiring  more 
than  minor  first  aid  treatment,  will  be  taken  to  the 
emergency  room  of  Spruce  Pine  Community  Hos¬ 
pital.  The  student  will  be  responsible  for  all  costs 
incurred  in  such  treatment. 

Students  are  encouraged  to  provide  themselves 
with  medical  insurance  to  cover  such  illness/in¬ 
juries.  Accident  insurance  covering  accidents  at 
school  or  in  transportation  to  and  from  school  is 
available  through  the  Business  Office.  The  cost  for 
this  insurance  is  currently  (1977)  $4.50  per  year. 

Students  are  encouraged  to  use  the  services  of 
the  Health  Department  in  their  county  of 
residence  for  such  purposes  as  clinics,  evaluation, 
X-Rays,  innoculations,  health  information,  etc.  A 
schedule  of  services  for  each  county  will  be  posted 
in  the  student  center,  or  students  may  call  for  infor¬ 
mation. 

Avery  County  Health  Department  .  733-4971 

Mitchell  County  Health  Department  ...  688-2371 

Yancey  County  Health  Department  -  682-2127 

Free  pamphlets  containing  information  about 
various  health  problems  are  available  in  the  stu¬ 
dent  lounge  area. 

For  help  in  obtaining  information  or  health  serv¬ 
ices,  contact  the  Student  Services  Office. 

STUDENT  ORGANIZATIONS 
AND  ACTIVITIES 

Mayland  Technical  Institute  encourages  student 
participation  in  extracurricular  activities.  These  or¬ 
ganizations  play  an  important  role  in  student 
growth  and  leadership  development. 

Student  organization's  currently  in  operation  on 
campus  include  the  following: 


Student  Government  Association 

The  Student  Government  Association  at  May- 
land  Technical  Institute  is  the  official  voice  of  the 
student  body.  As  such  it  not  only  represents  the 
students  but  is  charged  with  providing  social,  edu¬ 
cational/cultural,  recreational,  and  service  activi¬ 
ties  for  the  school  and  the  community.  The  SGA 
President  is  also  an  ex-officio  member  of  the 
school’s  Board  of  Trustees. 

Regular  meetings  are  held  twice  monthly.  Any 
interested  student  or  staff  member  is  invited  to  at¬ 
tend  and  to  participate  in  the  planning  of  acti¬ 
vities.  Voting  privileges;  however,  are  reserved  for 
elected  representatives. 

Representatives  from  each  curriculum  program 
as  well  as  SGA  officers  are  elected  during  the  first 
part  of  Fall  quarter  in  accordance  with  the  constitu¬ 
tion.  Responsibilities  and  powers  of  the  organiza¬ 


tion  are  those  specified  in  the  SGA  Constitution 
and  approved  by  the  Institute’s  Board  of  Trustees. 

Publications 

There  are  two  student  publications  in  existence: 
the  “Mayland  Monitor”— the  student  newspaper 
and  “Mountain  Memories— the  school  yearbook. 
Both  publications  are  staffed  with  student  volun¬ 
teers  and  a  faculty  advisor.  Officers  are  elected 
during  Fall  quarter. 

The  “Monitor”  is  published  biweekly  to  provide 
a  news  service  for  the  students  and  staff. 

"Mountain  Memories”  is  published  yearly  and 
serves  as  a  summary  of  the  year’s  events. 

Publications  Policy:  All  student  publications  at 
Mayland  Technical  Institute  will  be  under  the 
supervision  of  a  faculty  or  staff  advisor.  Editorial 
policies  are  developed  by  the  student  staff  and  ad- 
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visors,  and  are  subject  to  approval  by  the  Student 
Government  Association  and  the  Administrative 
Council. 

Student  Organizations 

Bowling  Club 

The  Bowling  Club  provides  an  opportunity  for 
MTI  students  and  staff  to  learn  bowling  skills. 
Bowling  Club  members  also  participate  in  the  local 
Bowling  League. 

Golf  Club 

The  Golf  Club  serves  MTI  by  providing  golf  les¬ 
sons  as  well  as  a  recreational  opportunity  at  local 
golf  courses. 

Gun  Club 

The  Gun  Club  was  organized  through  interested 
students  in  the  Criminal  Justice  Program.  It  pro¬ 
vides  students  an  opportunity  to  increase  their 
marksmanship  and  learn  gun  handling  techniques. 

Hiking  Club 

The  Hiking  Club  promotes  a  wide  variety  of  acti¬ 
vities  including  hiking,  backpacking,  and  canoe¬ 
ing.  The  club  encourages  physical  fitness  and  in¬ 
creased  knowledge  of  the  mountain  region. 

Kid  Stuff  Club 

The  Kid  Stuff  Club  is  an  outgrowth  of  the  Early 
Childhood  Education  Program  open  to  any  inter¬ 
ested  MTI  student.  The  club  encourages  the  devel¬ 
opment  of  young  children  through  educational, 
social,  and  recreational  activities. 

Ski  Club 

The  Ski  Club  provides  a  recreational  outlet  to 
students  and  staff  through  its  ski  trips  and  lessons 
for  beginners. 


Square  Dance  Club 

The  Square  Dance  Club  is  interested  in  increas¬ 
ing  the  students’  dance  ability  and  knowledge  of 
mountain  music. 

Sports 

At  present,  MTI  offers  men’s  and  women’s  teams 
in  basketball  and  softball.  These  teams  compete  in 
the  local  recreation  league. 

The  above  organizations  are  open  to  any  inter¬ 
ested  student.  Other  activities  will  be  added  ac¬ 
cording  to  interests  expressed. 

To  begin  a  new  activity  just  contact  either  the 
SGA  President  or  Director  of  Student  Activities. 
Please  have  the  names  of  at  least  ten  interested  stu¬ 
dents,  a  statement  of  the  organization’s  purpose, 
and  the  name  of  an  advisor.  If  student  activity  funds 
are  needed  a  budget  should  be  submitted. 
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ACCOUNTING 


Associate  in  Applied  Science  Degree 

Opportunities  for  accountants  will  continue  to 
increase  as  business  and  industry  managers  rely 
more  on  accounting  information  to  make  business 
decisions  and  keep  track  of  a  firm’s  operations. 

The  Accounting  Program  is  designed  to  prepare 
the  individual  to  enter  the  accounting  profession 
through  study  of  accounting  principles,  theories 
and  practices  with  related  study  in  law,  finance, 
management,  data  processing  operations  and 
other  subjects. 

Employment  opportunities  include  the  follow¬ 
ing  entry-level  accounting  positions: 

Junior  Accountant 

Payroll  Clerk 

Auditor 

Bookkeeper 

Accounting  Clerk 

Cost  Clerk 


payroll  register 


COMBINATION  JOURNAL 
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ACCOUNTING 


Suggested  Curriculum 
by  Quarters 


Hrs.  Qtr. 

Per  Wk.  Hrs. 

Course  Title  Class  Lab  Cr. 


FIRST  QUARTER 

ENG 

101 

Grammar 

3 

0 

3 

MAT 

110 

Business  Mathematics  1 

3 

0 

3 

BUS 

101 

Introduction  to  Business 

5 

0 

5 

BUS 

102 

Beginning  Typewriting 

2 

3 

3 

BUS 

115 

Business  Law  1 

3 

0 

3 

16  3  17 
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SECOND  QUARTER 


ENG 

103 

Composition  1 

3 

0 

3 

BUS 

103 

Intermediate  Typewriting 

2 

3 

3 

BUS 

120 

Principles  of  Accounting  1 

5 

2 

6 

BUS 

116 

Business  Law  II 

3 

0 

3 

MAT 

111 

Business  Mathematics  II 

3 

0 

3 

16 

5 

18 

THIRD  QUARTER 

BUS 

121 

Principles  of  Accounting  II 

5 

2 

6 

BUS 

123 

Business  Finance 

3 

0 

3 

EDP 

104 

Introduction  to  Data  Processing 

3 

0 

3 

ECO 

101 

Principles  of  Economics  1 

3 

0 

3 

BUS 

110 

Office  Machines 

2 

2 

3 

16 

4 

18 

FOURTH 

QUARTER  (SUMMER) 

BUS 

206 

Business  Communication 

3 

0 

3 

ECO 

102 

Principles  of  Economics  II 

3 

0 

3 

BUS 

122 

Principles  of  Accounting  III 

5 

2 

6 

ENG 

104 

Composition  II 

3 

0 

3 

BUS 

216 

Payroll  Procedures 

3 

0 

3 

17 

2 

18 

FIFTH  QUARTER 

BUS 

219 

Credit  Procedures  and  Problems 

3 

0 

3 

BUS 

225 

Cost  Accounting 

3 

2 

4 

ECO 

103 

Principles  of  Economics  III 

3 

0 

3 

BUS 

235 

Management 

3 

0 

3 

Elective 

3 

0 

3 

15 

2 

16 

SIXTH  QUARTER 

BUS 

222 

Intermediate  Accounting  1 

3 

2 

4 

BUS 

229 

Taxes 

3 

2 

4 

PSY 

206 

Applied  Psychology 

3 

0 

3 

BUS 

272 

Principles  of  Supervision 

3 

0 

3 

12 

4 

14 

SEVENTH  QUARTER 

BUS 

269 

Auditing 

3 

2 

4 

BUS 

223 

Intermediate  Accounting  II 

3 

2 

4 

BUS 

247 

Insurance 

5 

0 

5 

ENC 

204 

Speech 

3 

0 

3 

Electives 

3 

0 

3 

17 

4 

19 

TOTAL 

109 

24 

120 
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BUSINESS  ADMINISTRATION 

Associate  in  Applied  Science  Degree 

As  the  economy  of  the  state  and  nation  expands, 
business  management  career  opportunities  will 
continue  to  increase  in  number.  Those  employees 
with  specialized  training  will  have  a  better  chance 
for  advancement  in  today’s  automated,  competi¬ 
tive  business  organizations. 

The  Business  Administration  Program  is 
designed  to  give  the  student  an  understanding  of 
the  administrative  areas  common  to  most 
businesses.  The  development  of  communications 
and  human  relations  skills  is  also  stressed. 

Employment  opportunities  include  trainee  level 
positions  in  the  following  areas: 

Sales 

Production  Marketing 

Finance 

Personnel  Administration 

Purchasing 

Credit  Management 

Insurance 

Business  Management 


BUSINESS  ADMINISTRATION 


Suggested  Curriculum 
by  Quarters 

Hrs.  Qtr. 

Per  Wk.  Hrs. 

Course  Title  Class  Lab  Cr. 


FIRST  QUARTER 

ENG 

101 

Grammar 

3 

0 

3 

MAT 

110 

Business  Mathematics  1 

3 

0 

3 

BUS 

101 

Introduction  to  Business 

5 

0 

5 

BUS 

102 

Beginning  Typewriting 

2 

3 

3 

BUS 

115 

Business  Law  1 

3 

0 

3 

16 

3 

17 

SECOND 

QUARTER 

ENG 

102 

Composition  1 

3 

0 

3 

BUS 

103 

Intermediate  Typewriting 

2 

3 

3 

BUS 

120 

Principles  of  Accounting  1 

5 

2 

6 

BUS 

116 

Business  Law  II 

3 

0 

3 

MAT 

111 

Business  Mathematics  II 

3 

0 

3 

16 

5 

18 

THIRD  QUARTER 

BUS 

121 

Principles  of  Accounting  II 

5 

2 

6 

BUS 

123 

Business  Finance 

3 

0 

3 

EDP 

104 

Introduction  to  Data  Processing 

3 

0 

3 

ECO 

101 

Principles  of  Economics  1 

3 

0 

3 

BUS 

110 

Office  Machines 

2 

2 

3 

16 

4 

18 

FOURTH 

QUARTER  (SUMMER) 

BUS 

206 

Business  Communication 

3 

0 

3 

ECO 

102 

Principles  of  Economics  II 

3 

0 

3 

BUS 

122 

Principles  of  Accounting  III 

5 

2 

6 

ENG 

104 

Composition  II 

3 

0 

3 

BUS 

216 

Payroll  Procedures 

3 

0 

3 

17  2  18 
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FIFTH  QUARTER 

BUS  219 

Credit  Procedures  and  Problems 

3 

0 

3 

BUS  239 

Marketing 

3 

0 

3 

ECO  103 

Principles  of  Economics  III 

3 

0 

3 

BUS  235 

Management 

3 

0 

3 

Electives 

3 

0 

30 

15 

0 

15 

SIXTH  QUARTER 

BUS  243 

Advertising 

3 

0 

3 

PSV  206 

Applied  Psychology 

3 

0 

3 

BUS  229 

Taxes 

3 

2 

4 

BUS  272 

Principles  of  Supervision 

3 

0 

3 

ENG  103 

Report  Writing 

3 

0 

3 

15 

2 

16 

SEVENTH 

QUARTER 

BUS  247 

Insurance 

5 

0 

5 

ENG  204 

Speech 

3 

0 

3 

BUS  232 

Sales  Development 

3 

0 

3 

BUS  281 

Real  Estate 

3 

0 

3 

Elective 

3 

0 

3 

17 

0 

17 

TOTAL 

112 

16 

119 
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GENERAL  OFFICE  TECHNOLOGY 

Associate  in  Applied  Science  Degree 

Because  more  people  are  employed  in  general 
office  work  than  in  any  other  business  field,  there  is 
a  real  need  for  personnel  who  are  prepared  to 
assume  various  routine  office  responsibilities. 

This  program  provides  an  opportunity  for 
students  to  develop  skills  in  typewriting,  filing  and 
operations  of  various  business  machines.  With 
these  skills  and  with  study  in  areas  such  as  business 
mathematics,  accounting,  business  law,  machine 
transcription,  human  relations,  office  procedures 
and  communications  the  individual  will  be  able  to 
assume  most  office  duties. 

Employment  opportunities  include: 

Receptionist 

Bookkeeper 

Accounting  Clerk 

Machine  Transcriber 

Cashier 

Clerk-Typist 


GENERAL  OFFICE  TECHNOLOGY 


Suggested  Curriculum 
by  Quarters 


Course  Title 


FIRST  QUARTER 

BUS  102  Beginning  Typewriting 
MAT  110  Business  Mathematics  I 
BUS  101  Introduction  to  Business 
ENG  101  Grammar 
BUS  115  Business  Law  I 


Hrs.  Qt>- 

Per  Wk.  Hrs. 

Class  Lab  Cr. 


2  3  3 

3  0  3 

5  0  5 

3  0  3 

3  0  3 

16  3  17 
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SECOND  QUARTER 


ENG 

102 

Composition  1 

3 

0 

3 

BUS 

120 

Principles  of  Accounting  1 

5 

2 

6 

BUS 

103 

Intermediate  Typewriting 

2 

3 

3 

BUS 

116 

Business  Law  II 

3 

0 

3 

MAT 

111 

Business  Mathematics  II 

3 

0 

3 

16 

5 

18 

THIRD  QUARTER 

BUS 

121 

Principles  of  Accounting  II 

5 

2 

6 

BUS 

104 

Advanced  Typewriting 

2 

3 

3 

EDP 

104 

Introduction  to  Data  Processing 

3 

0 

3 

ECO 

101 

Principles  of  Economics  1 

3 

0 

3 

BUS 

110 

Office  Machines 

2 

2 

3 

15 

7 

18 

FOURTH 

QUARTER  (SUMMER) 

BUS 

205 

Production  Typewriting 

2 

3 

3 

BUS 

206 

Business  Communication 

3 

0 

3 

ENG 

104 

Composition  II 

3 

0 

3 

BUS 

216 

Payroll  Procedures 

3 

0 

3 

Elective 

3 

0 

3 

14 

3 

15 

FIFTH  QUARTER 

BUS 

207 

Medical  Terminology 

3 

0 

3 

ECO 

108 

Consumer  Economics 

3 

0 

3 

BUS 

235 

Management 

3 

0 

3 

Elective 

6 

0 

6 

15 

0 

15 

SIXTH  QUARTER 

ENG 

103 

Report  Writing 

3 

0 

3 

BUS 

215 

Filing 

2 

0 

2 

BUS 

229 

Taxes 

5 

0 

5 

PSY 

206 

Applied  Psychology 

3 

0 

3 

BUS 

272 

Principles  of  Supervision 

3 

0 

3 

16 

0 

16 

SEVENTH 

QUARTER 

BUS 

212 

Machine  Transcription 

2 

2 

3 

BUS 

247 

Insurance 

5 

0 

5 

ENG 

204 

Speech 

3 

0 

3 

Electives 

_ 6 

0 

6 

16 

2 

17 

TOTAL 

108 

20 

116 

PROGRAMS  OF  STUDY/GENERAL  OFFICE  TECHNOLOGY 


PROGRAMS  OF  STUDY/EXECUTIVE  SECRETARY 


32 


EXECUTIVE  SECRETARY 

Associate  in  Applied  Science  Degree 

The  employment  of  secretaries  is  expected  to  in¬ 
crease  faster  than  the  average  for  all  occupations 
because  of  the  continued  expansion  of  business 
and  government.  The  increased  use  of  automatic 
office  equipment  is  not  expected  to  adversely  ef¬ 
fect  the  demand  for  well-prepared  secretaries. 

Secretarial  skills  taught  in  this  program  include 
typewriting,  stenography,  transcription,  business 
machine  operations  and  filing.  Courses  in  com¬ 
munications,  human  relations,  accounting,  and 
personality  development  provide  additional  edu¬ 
cation  needed  for  success  in  the  secretarial  pro¬ 
fession. 

Employment  Opportunities  include: 

Executive  Secretary 
Stenographer 
General  Secretary 
Clerk-Stenographer 
Administrative  Assistant 
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EXECUTIVE  SECRETARY 


Suggested  Curriculum 
by  Quarters 


Hrs. 

Qtr. 

Per 

Wk. 

Hrs. 

Course  Title 

Class 

Lab 

Cr. 

FIRST  QUARTER 

ENG 

101 

Grammar 

3 

0 

3 

MAT 

110 

Business  Mathematics  1 

3 

0 

3 

BUS 

101 

Introduction  to  Business 

5 

0 

5 

BUS 

102 

Beginning  Typewriting 

2 

3 

3 

BUS 

106 

Beginning  Shorthand 

3 

2 

4 

16 

5 

18 

SECOND 

QUARTER 

ENG 

102 

Composition  1 

3 

0 

3 

BUS 

103 

Intermediate  Typewriting 

2 

3 

3 

BUS 

107 

Shorthand  II 

3 

2 

4 

BUS 

110 

Office  Machines 

2 

2 

3 

MAT 

111 

Business  Mathematics  II 

3 

0 

3 

13 

7 

16 

THIRD  QUARTER 

EDP 

104 

Introduction  to  Data  Processing 

3 

0 

3 

BUS 

104 

Advanced  Typewriting 

2 

3 

3 

BUS 

108 

Shorthand  III 

3 

2 

4 

BUS 

120S 

Secretarial  Accounting 

3 

2 

4 

ECO 

101 

Principles  of  Economics  1 

3 

0 

3 

14 

7 

17 

FOURTH 

QUARTER  (SUMMER) 

BUS 

205 

Production  Typewriting 

2 

3 

3 

ENG 

104 

Composition  II 

3 

0 

3 

BUS 

206 

Business  Communications 

3 

0 

3 

BUS 

216 

Payroll  Procedures 

3 

0 

3 

Elective 

3 

0 

3 

14 

3 

15 

FIFTH  QUARTER 

BUS 

208 

Dictation  and  Transcription  1 

3 

2 

4 

ECO 

108 

Consumer  Economics 

3 

0 

3 

BUS 

235 

Management 

3 

0 

3 

BUS 

115 

Business  Law  1 

3 

0 

3 

Elective 

3 

0 

3 

15 

2 

16 

SIXTH  QUARTER 

BUS 

209 

Dictation  and  Transcription  II 

3 

2 

4 

ENG 

103 

Report  Writing 

3 

0 

3 

BUS 

215 

Filing 

2 

0 

2 

PSY 

206 

Applied  Psychology 

3 

0 

3 

BUS 

229 

Taxes 

3 

2 

4 

BUS 

116 

Business  Law  II 

3 

0 

3 

17 

4 

19 

SEVENTH 

QUARTER 

BUS 

214 

Office  Procedures 

3 

0 

3 

ENG 

204 

Speech 

3 

0 

3 

BUS 

247 

Insurance 

5 

0 

5 

BUS 

134 

Personality  Development 

3 

0 

3 

BUS 

212 

Machine  Transcription 

2 

2 

3 

16 

2 

17 

TOTAL 

105 

30 

1W 
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MEDICAL  SECRETARY 

Associate  in  Applied  Science  Degree 

The  growing  number  and  complexity  of  medical 
services  has  led  to  a  demand  for  medical  secre¬ 
taries,  particularly  graduates  of  associate  degree 
programs. 

This  program  offers  the  student  an  opportunity 
to  learn  the  business  skills  and  related  knowledge 
necessary  for  employment  in  most  offices.  In  addi¬ 
tion  to  medical  terminology  and  medical  office 
procedures,  this  program  offers  the  student  an  op¬ 
portunity  to  acquire  a  solid  background  for  general 
secretarial  work. 

The  graduate  of  the  program  must  successfully 
complete  an  internship  in  a  medical  office. 
Employment  opportunities  include  positions  in: 

Physicians  Office 

Private  and  Public  Hospitals 

State  and  Federal  Health  Programs 

Pharmacies 

Drug  Industry 

Local  Health  Departments 
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Suggested  Curriculum 
by  Quarters 


Hrs. 

Qtr. 

Per 

Wk. 

Hrs. 

Course  Title 

Class 

Lab 

Cr. 

FIRST  QUARTER 

ENG 

101 

Grammar 

3 

0 

3 

MAT 

110 

Business  Mathematics  1 

3 

0 

3 

BUS 

101 

Introduction  to  Business 

5 

0 

5 

BUS 

102 

Beginning  Typewriting 

2 

3 

3 

BUS 

106 

Beginning  Shorthand 

3 

2 

4 

16 

5 

18 

SECOND 

QUARTER 

ENG 

102 

Composition  1 

3 

0 

3 

BUS 

103 

Intermediate  Typewriting 

2 

3 

3 

BUS 

107 

Shorthand 

3 

2 

4 

BUS 

110 

Office  Machines 

2 

2 

3 

MAT 

111 

Business  Mathematics  II 

3 

0 

3 

13 

7 

16 

THIRD  QUARTER 

EDP 

104 

Introduction  to  Data  Processing 

3 

0 

3 

BUS 

104 

Advanced  Typewriting 

2 

3 

3 

BUS 

108 

Shorthand  III 

3 

2 

4 

BUS 

120 

Secretarial  Accounting 

3 

2 

4 

ECO 

101 

Principles  of  Economics  1 

3 

0 

3 

14 

7 

17 

FOURTH 

QUARTER  (SUMMER) 

BUS 

205 

Production  Typewriting 

2 

3 

3 

ENG 

104 

Composition  II 

3 

0 

3 

BUS 

206 

Business  Communications 

3 

0 

3 

BUS 

216 

Payroll  Procedures 

3 

0 

3 

Elective 

3 

0 

3 

14  3  15 
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FIFTH  QUARTER 

SCI 

101 

Basic  Life  Science 

4 

2 

5 

BUS 

207 

Medical  Terminology 

3 

0 

3 

BUS 

213 

Medical  Office  Procedures 

3 

0 

3 

ECO 

108 

Consumer  Economics 

3 

0 

3 

BUS 

115 

Business  Law  1 

3 

0 

3 

16 

2 

17 

SIXTH  QUARTER 

BUS 

116 

Business  Law  1 

3 

0 

3 

BUS 

229 

Taxes 

3 

2 

4 

PSY 

206 

Applied  Psychology 

3 

0 

3 

BUS 

215 

Filing 

2 

0 

2 

ENG 

103 

Report  Writing 

3 

0 

3 

BUS 

272 

Principles  of  Supervision 

3 

0 

3 

17 

2 

18 

SEVENTH 

QUARTER 

BUS 

238 

Medical  Office  Practium 

0 

30 

15 

BUS 

234 

Medical  Office  Assisting  Seminar 

0 

2 

1 

0 

32 

16 

TOTAL 

90 

58 

117 
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COURSE 

DESCRIPTIONS 


O 
c 

ft! 

7 

Business  f 

n 

Q. 

BUS  101  Introduction  To  Business  5 

A  survey  of  the  business  world  with  particular  attention  devoted 
to  the  structure  of  the  various  types  of  business  organization, 
methods  of  financing,  internal  organization,  and  management. 
Prerequisite:  None. 

BUS  102  Beginning  Typewriting  I  2  3  3 

The  course  is  designed  to  introduce  typewriting  to  the  student 
who  has  had  no  previous  typewriting  instruction.  Emphasis  is 
placed  upon  correct  techniques,  mastery  of  the  keyboard,  sim¬ 
ple  business  correspondence,  and  manuscript.  Prerequisite: 
None. 

BUS  103  Intermediate  Typewriting  II  2  3  3 

Instruction  emphasizes  the  development  of  speed  and  accuracy 
with  further  mastery  of  correct  techniques.  These  skills  and 
techniques  are  applied  in  tabulation,  manuscript,  business  cor¬ 
respondence,  and  various  business  forms.  Prerequisite:  BUS  102 
or  equivalent. 

BUS  104  Advanced  Typewriting  III  2  3  3 

Emphasis  is  on  speed  building  and  accuracy  in  producing  mail- 
able  copies  of  business  correspondence,  tabulation,  manu¬ 
script  and  other  business  forms.  Prerequisite:  BUS  103. 

BUS  106  Beginning  Shorthand  I  3  2  4 

A  beginning  course  in  shorthand  theory  offered  to  those  who 
have  had  no  previous  shorthand  instruction.  Emphasis  is  placed 
upon  reading  (phonetics),  penmanship,  brief  forms,  phrases, 
and  word  families.  Prerequisite:  None. 


0  5 


BUS  107  Shorthand  II 


3  2  4 


Continued  study  of  theory  with  greater  emphasis  on  dictation 
and  transcription.  Prerequisite:  BUS  106  or  equivalent. 

BUS  108  Shorthand  III  3  2  4 

Introduction  to  office-style  dictation  with  emphasis  on  devel¬ 
opment  of  speed  in  taking  dictation  and  accuracy  in  transcrib¬ 
ing.  Prerequisite:  BUS  107. 

BUS  110  Office  Machines  2  2  3 

A  general  survey  of  the  business  and  office  machines.  Students 
will  receive  training  in  techniques,  processes,  operation  and 
application  of  the  ten-key  adding  machine  and  calculator.  Pre¬ 
requisite:  MAT  110. 

BUS  115  Business  Law  I  3  0  3 

A  general  course  designed  to  acquaint  the  student  with  certain 
fundamentals  and  principles  of  business  law,  including  con¬ 
tracts,  negotiable  instruments,  and  agencies.  Prerequisite: 
None. 

BUS  116  Business  Law  II  3  0  3 

Includes  the  study  of  laws  pertaining  to  bailments,  sales  risk¬ 
bearing,  partnership-corporation,  mortgages  and  property 
rights.  Prerequisite:  BUS  115. 


BUS  120-S  Secretarial  Accounting  3  2  4 

A  plan  of  study  designed  to  provide  secretarial  science  students 
with  the  accounting  background  needed  in  the  normal  office 
situation.  Included  are  the  basic  accounting  principles  and 
application  of  the  principles  and  the  business  situation  includ¬ 
ing  payroll  computation  and  tax  forms.  Prerequisite:  MAT  110, 
BUS  101. 

BUS  120-121-122  Principles  of  Accounting  5  2  6 

Principles  and  fundamentals  of  accounting  procedures  and 
practices.  Laboratories  schedules  as  needed.  Courses  must  be 
taken  in  sequence.  Prerequisite:  BUS  101,  MAT  110. 

BUS  123  Business  Finance  3  0  3 

Financing  of  business  units,  as  individuals,  partnerships,  cor¬ 
porations,  and  trusts.  A  detailed  study  is  made  of  short-term, 
long-term,  and  consumer  financing.  Prerequisite:  None. 
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BUS  125  Personal  Finance  3  0  3 

Management  of  personal  finances,  budgeting,  savings,  insur¬ 
ance,  stocks  and  bonds,  and  real  estate.  Prerequisite:  None. 

BUS  128  Accounting  Principles,  Review  5  2  6 

A  general  review  of  the  accounting  principles  and  fundamen¬ 
tals  presented  in  BUS  120.  Prerequisite:  Permission  of  the  Chair¬ 
man  of  the  Business  Department. 

BUS  130,  131,  132  Individualized  Accounting  5  2  6 

Principles  and  fundamentals  of  accounting  procedures  and 
practices  presented  on  an  individualized  study  basis.  Classes 
and  laboratories  scheduled  to  fit  into  the  student's  schedule. 
Courses  must  be  taken  in  sequence.  Prerequisite:  Permission  of 
the  Chairman  of  the  Business  Department  and  the  student’s  ad¬ 
visor. 

BUS  134  Personality  Development  3  0  3 

Designed  to  instruct  the  student  in  the  development  of  a  pleas¬ 
ing  personality,  which  is  essential  to  job  success.  Emphasis  is 
placed  upon  personal  hygiene  and  health,  good  grooming,  suit¬ 
able  make-up,  and  appropriate  dress  for  the  office.  Prerequi¬ 
site:  None. 

BUS  182  Punctuation,  Spelling  and  Word  Power  3  0  3 

To  develop  an  understanding  of  the  terminology  and  vocabu¬ 
lary  appropriate  to  the  course  of  study,  as  it  is  used  in  business, 
technical,  and  professional  offices.  Prerequisite:  None. 

BUS  205  Production  Typewriting  2  3  3 

Emphasis  is  placed  on  the  development  of  individual  produc¬ 
tion  rates.  The  student  learns  the  techniques  needed  in  plan¬ 
ning  and  in  typing  projects  that  closely  approximate  the  work 
appropriate  to  his  chosen  field  of  study,  i.e.  executive,  medical, 
legal  office  work.  Projects  include  review  of  appropriate  letter 
forms,  methods  of  duplication,  and  the  typewriting  of  reports 
and  manuscripts.  Prerequisite:  BUS  104. 


BUS  206  Business  Communication  3  0  3 

Designed  to  develop  skills  and  techniques  in  writing  business 
communications.  Emphasis  is  placed  on  writing  action — sales 
letters  and  prospectuses,  business  reports,  summaries  of  busi¬ 
ness  conferences,  letters  involving  credit,  collections,  adjust¬ 
ments,  complaints,  orders,  acknowledgements,  remittances, 
and  inquiry.  Prerequisite:  ENC  102,  BUS  103. 

BUS  207-M  Medical  Terminology  3  0  3 

A  study  of  medical  terminology  and  its  usage  in  the  appropriate 
technical  and  professional  offices.  Prerequisite:  ENC  101,  102. 

BUS  208  Dictation  and  Transcription  3  2  4 

Develops  the  skill  of  taking  dictation  and  of  transcribing  at  the 
typewriter  materials  appropriate  to  the  course  of  study,  which 
includes  a  review  of  the  theory  and  the  dictation  of  familiar  and 
unfamiliar  materials  at  varying  rates  of  speed.  Minimum  dicta¬ 
tion  rate  of  100  words  per  minute  required  for  five  minutes  on 
new  material.  Prerequisite:  BUS  205. 

BUS  209  Dictation  and  Transcription  3  2  4 

Principally  a  speed  building  course,  covering  materials  appro¬ 
priate  to  the  course  of  study,  with  emphasis  on  speed  as  well  as 
accuracy.  Minimum  dictation  rate  of  120  words  per  minute  re¬ 
quired  for  five  minutes  on  new  material.  Prerequisite:  BUS  205, 
BUS  208. 

BUS  212  Machine  Transcription  2  2  3 

Sudents  develop  skill  in  typing  mailable  letters,  memoranda, 
and  manuscripts  directly  from  recorded  belts.  Emphasis  is 
placed  on  vocabulary  development,  spelling,  grammar,  punc¬ 
tuation,  and  word  division.  Prerequisite:  BUS  104  or  the 
equivalent. 

BUS  213  Medical  Office  Procedures  3  0  3 

Completion  of  medical  insurance  forms.  Duties  and  respon¬ 
sibilities  of  medical  secretaries.  Medical  typing — histories, 
physicals,  operative  notes,  autopsies,  X-rays  and  medical  manu¬ 
scripts.  Interviewing  patients  visiting  the  doctor.  Taking  of  vital 
signs  (T,  P,  R,  and  B/P).  Preparing  the  patients  for  examination. 
Medical  ethics  and  the  law.  Transcribing  physicians  orders. 
Communicating  with  patients.  Making  complete  records  on 
patients  and  maintaining  the  patient’s  chart.  Telephone  skills 
needed  as  a  medical  secretary.  How  to  handle  emergencies.  Ef¬ 
fective  methods  of  collecting  fees  from  patients. 
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BUS  214  Office  Procedures  3  0  3 

Designed  to  acquaint  the  student  with  the  total  responsibilities 
encountered  by  a  secretary  during  a  work  day.  Instruction  and 
practice  includes  the  following:  terminology  appropriate  to 
general  office  work,  the  handling  of  mail,  correct  telephone 
techniques,  keeping  of  office  records,  purchasing  supplies, 
travel  information,  and  special  duties  and  requirements  of  a 
secretary  or  receptionist.  Prerequisite:  BUS  103,  BUS  104,  BUS 
205,  BUS  134,  BUS  110,  BUS  206,  MAT  110. 

BUS  215  Filing  2  0  2 

Fundamentals  of  indexing  and  filing,  combining  theory  and 
practice  by  the  use  of  miniature  letters,  filing  kits  and  guides. 
Alphabetic,  Triple  Check,  Automatic,  Geographic,  Subject,and 
Dewey  Decimal  are  covered.  Prerequisite:  None. 

BUS  216  Payroll  Procedures  3  0  3 

A  study  of  the  various  federal  and  state  laws  affecting  payroll 
procedures  necessary  for  compliance  with  the  laws.  The  follow¬ 
ing  laws  will  be  introduced :  Social  Security,  Fair  Labor  Standards 
Act,  Federal  Unemployment  Tax  Act,  State  Unemployment  in¬ 
surance  Laws,  and  Federal  and  State  Withholding  Tax  Laws.  Pre¬ 
requisite:  None. 

BUS  219  Credit  Procedures  and  Problems  3  0  3 

Principles  and  practices  in  the  extension  of  credit;  collection 
procedures,  and  laws  pertaining  to  credit  extension  and  collec¬ 
tion  are  included.  Prerequisite:  BUS  101,  BUS  120. 

BUS  222  Intermediate  Accounting  I  3  2  4 

An  introduction  to  and  a  review  of  fundamental  processes  of  ac¬ 
counting.  Emphasis  is  placed  upon  a  thorough  working  knowl¬ 
edge  and  understanding  of  financial  statements.  Individual 
items  in  the  balance  sheet  and  income  statement  are  analyzed 
and  evaluated.  Prerequisite:  BUS  122. 

BUS  223  Intermediate  Accounting  II  3  2  4 

A  continuation  of  the  study  began  in  BUS  222.  Special  problems 
peculiar  to  corporation  and  analysis  of  financial  reports  are  con¬ 
sidered.  Prerequisite:  BUS  222. 


3  2  4 


BUS  224  Advanced  Accounting 

Further  application  of  accounting  to  various  forms  of  business 
organization.  Prerequisite:  BUS  223. 


BUS  225  Cost  Accounting  3  2  4 

Nature  and  purpose  of  cost  accounting,  accounting  for  direct 
labor,  materials  and  factory  overhead;  job  order  costs  and  stan¬ 
dard  cost  procedures;  selling,  administration  and  distribution 
costs;  budgeting  and  management  use  of  cost  data.  Prere¬ 
quisite:  BUS  122. 


BUS  229  Taxes  3  2  4 

Application  of  federal  and  state  taxes  to  various  businesses  and 
business  conditions.  A  study  of  the  following  taxes:  income, 
payroll,  intangible,  capital  gain,  sales  and  use,  exercise,  and  in¬ 
heritance.  Prerequisite:  None. 


BUS  232  Sales  Development  3  0  3 

A  study  of  retail,  wholesale,  and  specialty  selling.  Emphasis  is 
placed  upon  mastering  and  applying  the  fundamentals  of  sell¬ 
ing.  Preparation  for  and  execution  of  sales  demonstrations  re¬ 
quired.  Prerequisite:  BUS  101. 

BUS  233  Personnel  Management  3  0  3 

An  introduction  to  the  operations  of  a  personnel  department. 
Emphasis  is  placed  on  the  scientific  management  of  manpower 
through  personnel  policies  pertaining  to  recruitment,  selec¬ 
tion,  placement,  training,  promotion,  employee  services,  and 
health  and  safety.  Prerequisite:  None. 

BUS  234  Medical  Office  Assisting  Seminar  0  2  1 

Discussion  of  problems  encountered  during  practicum  and 
their  solution.  Review  of  various  procedures,  concurrently 
taken  with  BUS  238. 

BUS  235  Management  3  0  3 

Principles  of  business  organization,  administration  and  man¬ 
agement,  covering  management  theory,  including  planning, 
staffing,  controlling,  coordinating,  directing,  financing,  and 
budgeting.  As  an  overview  of  developing  and  engineering  the 
product,  methods  analysis  and  control,  principles  and  adminis¬ 
tration  of  industrial  relations  and  financing  controls  as  inter¬ 
related  functions  of  management  are  stressed.  Prerequisite: 
BUS  101. 
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BUS  236  Retail  Management  3  0  3 

Focus  is  on  operational  problems,  retail  store  organization,  lo¬ 
cation  analysis,  buying,  selling,  sales  promotion,  service,  and 
merchandise  handling.  Case  analysis  of  managerial  problems  in 
retailing  establishments.  Prerequisite:  BUS  101. 

BUS  238  Medical  Office  Practicum  0  30  15 

Practical  experience,  under  supervision,  in  a  physician’s  office, 
clinic  or  outpatient  department.  Prerequisite:  Successful  com¬ 
pletion  of  required  BUS  courses.  Laboratory  30  hours. 

BUS  239  Marketing  3  0  3 

A  general  survey  of  the  field  of  marketing,  with  a  detailed  study 
of  the  function,  policies,  and  institutions  involved  in  the  mar¬ 
keting  process.  Prerequisite:  ECO  103,  BUS  101. 

BUS  243  Advertising  3  0  3 

The  role  of  advertising  in  a  free  economy  and  its  place  in  the 
media  of  mass  communications.  A  study  of  advertising  appeals, 
product  and  marketing  research,  selection  of  media,  means  of 
testing  effectiveness  of  advertising.  Theory  and  practice  of  writ¬ 
ing  advertising  copy  for  various  media.  Prerequisite:  BUS  239. 

BUS  247  Insurance  5  0  5 

A  presentation  of  the  basic  principles  of  risk  insurance  and 
their  application.  A  survey  of  the  various  types  of  insurance  is  in¬ 
cluded.  Prerequisite:  BUS  116. 

BUS  269  Auditing  3  2  4 

Basic  principles  of  auditing  with  emphasis  on  analyzing  and 
verifying  records  and  reports.  Prerequisite:  BUS  223. 

BUS  271  Office  Management  3  0  3 

Presents  the  fundamental  principles  of  office  management. 
Emphasis  on  the  role  of  office  management  including  its  func¬ 
tions,  office  automation,  planning,  controlling,  organizing  and 
actuating  office  problems.  Prerequisite:  BUS  101. 


BUS  272  Principles  of  Supervision  3  0  3 

Introduces  the  basic  responsibilities  and  duties  of  the  supervi¬ 
sor  and  his  relationship  to  superiors,  subordinates,  and  associ¬ 
ates.  Emphasis  on  securing  an  effective  work  force  and  the  role 
of  the  supervisor.  Methods  of  supervision  are  stressed.  Prere¬ 
quisite:  BUS  101. 

BUS  281  Principles  of  Real  Estate  3  0  3 

A  general  survey  course  to  provide  a  basic  knowledge  of  real 
estate.  This  includes  the  principles  of  sales,  finance,  brokerage, 
appraising,  law  and  closure.  Prerequisite:  BUS115or  permission 
from  business  department  chairman. 

BUS  282  Real  Estate  Law  3  0  3 

An  investigation  of  the  legal  aspects  of  real  estate  sales  and  de¬ 
velopment.  Covers  contracts,  leases,  and  other  related  topics 
with  emphasis  on  North  Carolina  State  Laws  concerning  real 
estate.  Prerequisite:  BUS  115. 

ECO  100  General  Economics  3  0  3 

A  survey  course  of  elementary  economics  designed  for  non¬ 
business  students  who  plan  to  take  only  one  course  in  the  field. 
A  brief  treatment  of  the  production  and  distribution  of  wealth 
in  society,  money  and  banking,  the  organization  of  business, 
and  international  trade.  Prerequisite:  None. 

ECO  101,  102,  103  Principles  of  Economics  3  0  3 

A  study  of  the  present-day  economic  systems;  demand  and  sup¬ 
ply,  prices  and  costs;  wages,  rents,  interest  and  profit;  business 
cycles;  money  and  banking,  and  the  Federal  Reserve  System; 
international  trade  and  a  comparison  of  Capitalism,  Socialism, 
Communism  and  Fascism.  Courses  must  be  taken  in  sequence. 

ECO  108  Consumer  Economics  3  0  3 

Designed  to  help  the  student  use  his  recources  of  time,  energy, 
and  money  to  get  the  most  out  of  life.  This  course  gives  the 
student  an  opportunity  to  build  useful  skills  in  buying,  manag¬ 
ing  his  financies,  increasing  his  resources,  and  in  understand¬ 
ing  better  the  economy  in  which  he  lives.  Prerequisite:  None. 

ECO  206  Labor  Economics  3  0  3 

A  study  of  the  laborer  and  some  of  the  problems  in  our  indus¬ 
trial  society.  A  review  of  the  growth  of  labor  unions,  the  role  of 
labor  unions  play  in  the  marketing  process;  collective  bargain¬ 
ing  with  its  practices  and  policies;  employment  goals;  and  com¬ 
plex  roles  in  determining  wages,  economic  security  and  main- 
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taining  industrial  cooperation  between  unions  and  manage¬ 
ment.  Prerequisite:  ECO  101,  102,  103. 

EDP  104  Introduction  to  Data  Processing  3  0  3 

Fundamental  concepts  and  operational  principles  of  data  pro¬ 
cessing  systems,  as  an  aid  in  developing  a  basic  knowledge  of 
computers,  prerequisite  to  the  detailed  study  of  particular  com¬ 
puter  problems.  This  course  is  a  prerequisite  for  all  program¬ 
ming  courses. 

EDP  105  Key  Punch  2  2  3 

A  course  designed  to  provide  training  and  skill  development  in 
the  operation  of  key-punch  machines.  The  course  includes  in¬ 
struction  and  practice  on  machine  parts  and  functions,  devel¬ 
opment  of  speed  and  accuracy  in  punching  alphabetic  and 
numeric  information,  and  programming  of  the  machine  for  a 
variety  of  business-related  jobs.  Prerequisite:  BUS  102  or  demo- 
strated  typing  speed  of  30  words  per  minute. 

SCI  1101  Basic  Life  Science  4  2  5 

A  study  of  the  normal  structure  and  related  functioning  of  the 
human  body  with  man  identified  as  a  living  organism  composed 
of  living  cells,  tissues,  organs,  and  systems.  The  normal  body  is 
studied  as  a  basis  for  understanding  variations  from  the  normal 
and  man's  need  to  maintain  hemeostasis.  Included  are  the 
skeletal,  muscular,  digestive,  circulatory,  respiratory,  urinary, 
reproductive,  endocrine,  integumentary  and  nervous  systems, 
and  the  special  sense  organs.  Elementary  principles  and  con¬ 
cepts  of  chemistry,  microbiology,  and  physics  are  presented 
with  the  emphasis  on  the  application  of  the  normal  human 
body.  Encompasses  bacterial  anatomy,  physiology,  and  stu¬ 
dent’s  learning  of  body  structure  and  function. 

RELATED  SUBJECTS 
English 

ENC  101  Grammar  3  0  3 

A  study  of  basic  sentence  structures  with  practice  in  composing 
simple,  compound,  complex,  and  complex-compound  sent¬ 
ences.  Stress  is  put  on  standard  usage  and  punctuation. 


ENG  102  Composition 


3  0  3 


A  study  of  paragraph  structure  and  development;  study  of 
structure  of  and  expository  techniques  used  in  longer  composi¬ 
tions  including  the  documented  paper;  and  practice  in  writing 
these  forms.  Prerequisite:  ENG  101. 


ENG  103  Report  Writing  3  0  3 

The  fundamentals  of  English  are  utilized  as  a  background  for  the 
organization  and  techniques  of  modern  report  writing.  Exer¬ 
cises  in  developing  typical  reports,  using  effective  writing  tech¬ 
niques,  and  graphic  devices  are  completed  by  the  students. 
Practical  application  in  the  preparation  of  a  full-length  report  is 
required  of  each  student  at  the  end  of  the  term.  Prerequisite: 
ENG  102. 


ENG  104  Composition  II  3  0  3 

A  continuation  of  ENG  102  with  primary  emphasis  on  tech¬ 
niques  and  methods  of  exposition:  classification,  definition, 
cause  and  effect,  comparison  and  contrast,  process  analysis, 
analogy,  description,  and  narration. 


ENG  204  Speech  3  0  3 

A  study  of  basic  concepts  and  principles  of  oral  communica¬ 
tions  to  enable  the  student  to  communicate  with  others.  Em¬ 
phasis  is  placed  on  the  importance  of  oral  communication  be¬ 
tween  two  people,  within  a  small  group,  and  with  a  large 
audience.  Each  student  is  expected  to  make  a  speech  and  to 
practice  other  methods  of  oral  communication.  Prerequisite: 
ENG  101. 


MATH 

MAT  110  Business  Mathematics  I  3  0  3 

This  course  stresses  the  fundamental  operations  and  their  ap¬ 
plications  to  business  problems.  Topics  covered  include  bank 
and  sales  records,  decimals  and  fractions,  percentage  in  busi¬ 
ness,  and  financial  charges.  Prerequisite:  MAT  091  or  equival¬ 
ent. 

MAT  111  Business  Mathematics  II  3  0  3 

A  continuation  of  MAT  110.  Topics  include  payrolls  and  taxes, 
statistics  and  computers,  financial  statements,  insurance,  bonds, 
and  stocks  and  annuities.  Prerequisite:  MAT  110. 
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PSYCHOLOGY 

PSY  206  Applied  Psychology  3  0  3 


A  study  of  the  principles  of  psychology  that  will  be  of  assistance 
in  the  understanding  of  inter-personal  relations  on  the  job. 
Motivation,  feelings  and  emotions  are  considered  with  parti¬ 
cular  reference  to  on-the-job  problems.  Other  topics  investi¬ 
gated  are  employee  selection,  supervision,  job  satisfaction,  and 
industrial  conflicts.  Attention  is  also  given  to  personal  and 
group  dynamics  so  that  the  student  may  learn  to  apply  the  prin¬ 
ciples  of  mental  hygiene  to  his  adjustment  problems  as  a 
worker  and  a  member  of  the  general  community.  Prerequisite: 
None. 
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CRIMINAL  JUSTICE- 
PROTECTIVE  SERVICE 
TECHNOLOGY 

Associate  in  Applied  Science  Degree 

This  program  covers  three  areas:  law  enforce¬ 
ment,  security  services,  and  correction.  Cur¬ 
rently,  there  is  a  demand  for  dedicated  men  and 
women  in  all  of  these  areas. 

The  curriculum  is  designed  with  a  core  of 
courses  to  afford  the  student  the  oppor¬ 
tunity  to  acquire  basic  skills  and  knowledge  and 
then  specialize  in  one  of  three  areas. 

1.  The  law  enforcement  option  provides  an  oppor¬ 
tunity  for  specialized  study  in  such  areas  as 
criminal  law,  criminalistics,  criminal  investiga¬ 
tion,  and  traffic  enforcement. 

2.  The  security  services  option  provides  an  oppor¬ 
tunity  for  specialized  study  in  such  arts  as  sur¬ 
veillance,  security  systems,  accident  investiga¬ 
tion,  fire  prevention,  and  common  carrier  pro¬ 
tection. 

3.  The  correction  option  provides  an  opportunity 
for  specialized  study  in  such  areasascounseling, 
administration  of  confinement  facilities,  correc¬ 
tion  law,  rehabilitation,  paroles,  probation,  and 
pardons. 

Employment  opportunities  include: 

Law  Enforcement  Officer 
Law  Enforcement  Administrator 
Special  Investigator 
Guard 

Surveillance  Officer 
Security  Administrator 
Probation  Officer 
Parole  Counselor 
Correction  Administrator 


43 
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SERVICE  TECHNOLOGY 

Suggested  Curriculum 
by  Quarters 


Hrs. 

Qtr. 

Per 

Wk. 

Hrs. 

Course  Title 

Class 

Lab 

Cr. 

FIRST  QUARTER 

ENG 

101 

Grammar 

3 

0 

3 

MAT 

133 

Criminal  Justice  Mathematics 

5 

0 

5 

CJC 

101 

Introduction  to  Criminal  Justice 

5 

0 

5 

PSY 

150 

Interpersonal  Relationships 

3 

0 

3 

16 

0 

16 

SECOND 

QUARTER 

ENG 

102 

Composition 

3 

0 

3 

POL 

102 

The  National  Government 

3 

0 

3 

PSY 

151 

Applied  Psychology  in 

Human  Relations 

3 

0 

3 

CJC 

102 

Criminology 

5 

0 

5 

CJC 

115 

Criminal  Law 

3 

0 

3 

17 

0 

17 

THIRD  QUARTER 

ENG 

204 

Speech 

3 

0 

3 

POL 

103 

State  and  Local  Government 

3 

0 

3 

CJC 

125 

Due  Process 

5 

0 

5 

CJC 

110 

Juvenile  Delinquency 

5 

0 

5 

HEA 

119 

First  Aid 

2 

0 

2 

18 

0 

18 

LAW  ENFORCEMENT  OPTION 


FOURTH  QUARTER 


ENG 

103 

Report  Writing 

3 

0 

3 

CJC 

212 

Drugs 

3 

2 

4 

CJC 

210 

Criminal  Investigation 

5 

0 

5 

CJC 

206 

Community  Relations 

3 

0 

3 

CJC 

216 

Advanced  Criminal  Law 

3 

0 

3 

17 

2 

18 

FIFTH  QUARTER 

CHM 

101 

Chemistry 

4 

2 

5 

CJC 

201 

Motor  Vehicle  Law 

3 

0 

3 

CJC 

217 

Patrol  Procedures 

3 

0 

3 

CJC 

205 

Evidence 

5 

0 

5 

Elective 

3 

0 

3 

18 

2 

19 

SIXTH  QUARTER 

CJC 

211 

Criminalistics 

4 

3 

5 

CJC 

220 

Police  Organization  and 
Administration 

5 

0 

5 

CJC 

208 

Crime  Scenes — Collection  and 
Preservation  of  Evidence 

2 

2 

3 

CJC 

202 

Traffic  Enforcement 

3 

0 

3 

Elective 

4 

0 

4 

18 

5 

20 

Total  Quarter  Hours  in  Courses 

101 

Electives 

7 

TOTAL 

108 

CORRECTION  OPTION 

FOURTH  QUARTER 

ENG  103 

Report  Writing 

3 

0 

3 

CJC  212 

Drugs 

3 

2 

4 

SOC  11 

Social  Problems 

3 

0 

3 

PSY  229 

Abnormal  Psychology 

3 

0 

3 

CJC  206 

Community  Relations 

3 

0 

3 

Elective 

4 

0 

4 

19  2  20 
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Quarter 

Hours  Per  Week  Hours 
Course  Title  Class  LabCredit 


FIFTH  QUARTER 

C)C 

203 

Correction 

3 

0 

3 

PSY 

103 

Adolescent  Psychology 

3 

0 

3 

CJC 

207 

Confinement  Facilities 

3 

0 

3 

Administration 

CJC 

209 

Correction  Law 

3 

0 

3 

CJC 

230 

Counseling 

3 

0 

3 

CJC 

234 

Community-Based  Corrections 

3 

0 

3 

18 

0 

18 

SIXTH  QUARTER 

CJC 

223 

Correction  Counseling 

3 

2 

4 

CJC 

204 

Paroles,  Probation,  and  Pardons 

3 

0 

3 

CJC 

224 

Rehabilitation 

3 

0 

3 

CJC 

250 

Mental  Retardation 

3 

0 

3 

CJC 

221 

Correction  Administration 

3 

0 

3 

Elective 

3 

0 

3 

18 

2 

19 

Total  Quarter  Hours  in  Courses 

101 

Electives 

_7 

TOTAL 

108 

SECURITY  SERVICES  OPTION 
FOURTH  QUARTER 


ENG 

103 

Report  Writing 

3 

0 

CJC 

212 

Drugs 

3 

2 

SOC 

111 

Social  Problems 

3 

0 

PSY 

229 

Abnormal  Psychology 

3 

0 

CJC 

206 

Community  Relations 

3 

0 

Elective 

3 

0 

18 

2 

FIFTH  QUARTER 

CJC 

240 

Security  Systems 

5 

0 

CJC 

241 

Property  Control 

3 

0 

CJC 

242 

Common  Carrier  Protection 

3 

0 

CJC 

243 

Industrial  Acccident  Investigation 

3 

0 

and  Reporting 

CJC 

244 

Civil  and  Criminal  Legal 

3 

0 

Responsibility 

_ 

3 

4 
3 
3 
3 

_3 

19 


5 

3 

3 

3 

3 


17  0  17 


SIXTH  QUARTER 

CJC 

245 

Electronic  Detection  and 
Polygraph 

CJC 

246 

Security  Investigation 

CJC 

247 

Retail  Security 

CJC 

248 

Fire  Prevention  and  Security 

CJC 

249 

Surveillance  Techniques 
Elective 

Total  Quarter  Hours  in  Courses 
Electives 


5  0  5 

3  0  3 

3  0  3 

3  0  3 

3  0  3 

3  0  3 

20  0  20 

101 

6 

107 


TOTAL 


CRIMINAL  JUSTICE— PROTECTIVE 
SERVICE  TECHNOLOGY 


Course  Descriptions  By  Quarters 


FIRST  QUARTER 

ENG  101  Grammar 


S  ? 


3  0  3 


Designed  to  aid  the  student  in  the  improvement  of  self-  expres¬ 
sion  in  grammar.  The  approach  is  functional  with  emphasis  on 
grammar,  diction,  sentence  structure,  punctuation,  and  spell¬ 
ing.  Intended  to  stimulate  students  in  applying  the  basic 
principles  of  English  grammar  in  their  day-to-day  situations  in 
industry  and  social  life. 


MAT  133  Criminal  Justice  Mathematics  5  0  5 

The  math  principles  presented  are  designed  to  meet  the  needs 
of  the  criminal  justice-protective  service  professional.  Topics 
studied  are  formulas,  logarithms,  right  triangle  trigonometry, 
graphing,  and  statistics  in  relation  to  applications  for  VASCAR, 
breathalizer,  radar,  and  other  such  devices. 


CJC  101  Introduction  to  Criminal  Justice  5  0  5 

This  course  is  designed  to  familiarize  the  student  with  a  philos¬ 
ophy  and  history  of  law  enforcement,  its  legal  limitations  in  our 
society,  the  primary  duties  and  responsibilities  of  the  various 
agencies  in  the  criminal  justice  field,  the  basic  processes  of 
justice,  and  evaluation  of  law  enforcement’s  current  position, 
and  an  orientation  relative  to  the  profession  as  a  career. 

PSY  150  Interpersonal  Relationships  3  0  3 

A  framework  for  understanding  the  self,  other  people,  and 
communications  or  transactions  between  people,  including 
those  manifesting  deviant  behavior.  Each  student  will  do  a  self- 
analysis  and,  if  he  wishes,  set  up  a  goal  to  accomplish  for  himself 
during  the  course.  The  primary  focus  of  the  course  is  personal 
growth  with  some  attention  given  to  communication  between 
the  student  and  his  clients. 


Quarter  Hours  Credit 
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SECOND  QUARTER 

ENG  102  Composition  3  0  3 

Designed  to  aid  the  student  in  the  improvement  of  self-expres¬ 
sion  in  business  and  technical  composition.  Emphasis  is  on  the 
sentence,  paragraph,  and  whole  composition. 

POL  102  The  National  Government  3  0  3 

English  and  colonial  background,  the  articles  of  confederation 
and  the  framing  of  the  federal  constitution.  The  nature  of  the 
federal  union;  state  rights,  federal  powers,  political  parties.  The 
general  organization  and  functioning  of  the  national  govern¬ 
ment. 

PSY  151  Applied  Psychology  in  Etuman  Relations  3  0  3 

A  study  of  a  theory  of  the  interaction  process.  The  course  will 
focus  on  the  development  of  skills  on  interaction  which  facili¬ 
tate  self-understanding  on  the  client’s  part  and  a  productive  re¬ 
lationship  between  student  and  his  client.  These  skills  will  be 
appropriate  for  crisis  intervention.  There  will  be  opportunities 
to  practice  these  skills  through  role  playing. 

CJC  102  Criminology  5  0  5 

A  general  course  designed  to  introduce  the  student  to  the  caus¬ 
ation  of  crime  and  delinquency.  The  historical  and  con¬ 
temporary  aspects  of  crime,  law  enforcement,  punishment,  and 
correctional  administration  will  be  discussed. 

CJC  115  Criminal  Law  3  0  3 

A  course  designed  to  present  a  basic  concept  of  criminal  laws 
and  to  provide  a  legal  groundwork  for  those  who  seek  to  enter 
the  criminal  justice  field. 


THIRD  QUARTER 

ENG  204  Speech  3  0  3 

A  study  of  basic  concepts  and  principles  of  oral  communica¬ 
tions  to  enable  the  student  to  communicate  with  others.  Em¬ 
phasis  is  placed  on  the  speaker’s  attitude,  improving  diction, 
voice,  and  the  application  of  particular  techniques  of  theory  to 
correct  speaking  habits  and  to  produce  effective  oral  presenta¬ 
tion.  Particular  attention  given  to  conducting  meetings,  con¬ 
ferences,  and  interviews. 
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POL  103  State  and  Local  Government  3  0  3 

A  study  of  state  and  local  government,  state-federal  inter¬ 
relationships,  the  functions  and  prerogatives  of  the  branches. 
Problems  of  administration,  legal  procedures,  law  enforce¬ 
ment,  police  power,  taxation,  revenues,  and  appropriations. 
Special  attention  will  be  given  to  North  Carolina. 

CJC  125  Due  Process  5  0  5 

This  course  is  designed  to  provide  the  student  with  a  review  of 
court  systems;  procedures  from  incident  to  final  disposition, 
principles  of  constitutional  federal,  state,  and  civil  laws  as  they 
apply  to  and  affect  law  enforcement. 

CJC  110  Juvenile  Delinquency  5  0  5 

General  survey  of  juvenile  delinquency  as  an  individual  and 
social  problem,  theories  of  delinquency,  causation,  and 
methods  of  correction  and  prevention.  The  course  will  present 
a  general  overview  of  the  juvenile  court. 

HEA  119  First  Aid  2  0  2 

This  course  is  designed  to  prepare  a  student  for  certification  by 
the  American  Red  Cross  in  first  aid.  Course  will  cover  those 
areas  pertinent  to  first  aid  needs  for  personnel  in  the  field  of 
criminal  justice-protective  service. 


LAW  ENFORCEMENT  OPTION 
FOURTH  QUARTER 

ENG  103  Report  Writing  3  0  3 

The  fundamentals  of  English  are  utilized  as  a  background  for 
the  organization  and  techniques  of  modern  report  writing.  Ex¬ 
ercises  in  developing  typical  reports,  using  writing  techniques, 
and  graphic  devices  are  completed  by  the  students.  Practical 
application  in  the  prepartion  of  a  full-length  report  is  required 
of  each  student  at  the  end  of  the  term.  This  report  must  have  to 
do  with  something  in  his  chosen  curriculum. 


Quarter  Hours  Credit 


3  2  4 


CJC  212  Drugs 

This  course  is  designed  to  prepare  the  student  to  identify  and 
classify  drugs.  Emphasis  will  be  placed  on  the  investigation  tech¬ 
niques  and  effects  of  drugs  on  the  human  body  as  they  relate  to 
a  profession  in  criminal  justice-protective  service. 

CJC  210  Criminal  Investigation  5  0  5 

This  course  introduces  the  student  to  fundamentals  of  investi¬ 
gation;  crime  scene  search;  recording,  collection,  and  preser¬ 
vation  of  evidence;  sources  of  information;  interview  and  inter¬ 
rogation,  case  preparation,  and  court  presentation. 

CJC  206  Community  Relations  3  0  3 

This  course  will  provide  the  student  with  an  understanding  of 
community  structures  as  they  relate  to  minority  groups,  peer 
groups,  socioeconomic  groups,  leader  groups,  and  group  rela¬ 
tions.  Emphasis  will  be  placed  on  the  organization  and  func¬ 
tion  of  these  groups  as  they  related  to  the  profession  of  criminal 
justice-protective  service. 

CJC  216  Advanced  Criminal  Law  3  0  3 

A  continuation  of  Criminal  Law  I  which  presentsa  basicconcept 
of  criminal  law  and  creates  an  appreciation  of  the  rules  under 
which  one  lives  in  our  system  of  government.  Primary  emphasis 
will  be  placed  on  North  Carolina  law.  Prerequisite;  CJC  115 
Criminal  Law  I. 

FIFTH  QUARTER 

CHM  101  Chemistry  4  2  5 

Study  of  the  physical  and  chemical  properties  of  substances, 
chemical  changes;  elements,  compounds,  gases,  chemical 
combinations;  weights  and  measurements;  theory  of  metals; 
acids,  bases,  salts,  solvents,  solutions,  and  emulsions.  In  addi¬ 
tion,  study  of  carbohydrates;  electrochemistry,  electrolytes, 
and  electrolysis  in  their  application  of  chemistry  to  industry. 

CJC  201  Motor  Vehicle  Law  3  0  3 

A  study  of  the  traffic  enforcement  codes  with  primary  emphasis 
placed  on  North  Carolina  law  as  it  relates  to  motor  vehicles. 

CJC  217  Patrol  Procedures  3  0  3 

This  course  defines  the  purposes  of  patrols  and  describes  the 
types  of  patrols.  It  explains  the  operation  of  police  vehicles  on 
patrol,  answering  calls— emergency  and  non-emergency  and 
felony  in  progress.  It  provides  the  student  the  opportunity  to 
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develop  powers  of  perception,  and  observation  concerning 
persons,  places,  and  things.  Safe  driving  techniques  and  use  of 
equipment  are  presented. 

CJC  205  Evidence  5  0  5 

Instruction  covers  the  kinds  and  degrees  of  evidence  and  the 
rules  governing  the  admissibility  of  evidence  in  court. 

SIXTH  QUARTER 

CJC  211  Criminalistics  4  3  5 

An  introduction  to  the  forensic  aspects  of  police  science.  The 
subject  matter  concentrates  on  the  procedures  to  be  under¬ 
taken  in  the  crime  lab.  Emphasis  is  placed  on  fulfilling  all  legal 
requirements  regarding  the  handling  and  evaluation  of  physical 
evidence.  All  students  participate  in  a  crime  scene  and  the 
investigation  of  all  evidence  pertaining  to  the  crime. 

CJC  220  Police  Organization  and  Administration  5  0  5 

Introduction  to  principles  of  organization  and  administration, 
discussion  of  the  service  functions,  e.g.,  personnel  manage¬ 
ment,  police  management,  training,  communications,  records, 
property  maintenance,  and  miscellaneous  services. 

CJC  208  Crime  Scenes-Collection  and  2  2  3 

Preservation  of  Evidence 

This  course  is  designed  to  familiarize  the  student  with  the  im¬ 
portance  of  identifying  types  of  evidence  at  a  crime  scene,  to 
teach  him  to  properly  mark  the  evidence,  and  how  to  establish 
a  legal  chain  of  evidence.  The  student  is  instructed  in  the  various 
ways  of  preserving  and  packaging  evidence  for  shipment  to  a 
crime  lab. 

CJC  202  Traffic  Enforcement  3  0  3 

A  study  which  covers  the  history  of  the  traffic  enforcement 
problems  and  gives  an  overview  of  the  problem  as  it  exists 
today.  Attention  will  be  given  to  the  three  E's  (enforcement. 


evaluation,  effectiveness)  and  legislation,  the  organization  of 
the  traffic  unit,  the  responsibilities  to  the  traffic  function  of  the 
various  units  within  the  law  enforcement  agency,  enforcement 
tactics,  evaluation  of  the  traffic  program  effectiveness  and  the 
allocation  of  men  and  materials.  Accident  investigation  is 
stressed. 


CORRECTION  OPTION 
FOURTH  QUARTER 

ENG  103  Report  Writing  3  0  3 

The  fundamentals  of  English  are  utilized  as  a  background  for  the 
organization  and  techniques  of  modern  report  writing.  Exer¬ 
cises  in  developing  typical  reports,  using  writing  techniques, 
and  graphic  devices  are  completed  by  the  students.  Practical 
application  in  the  preparation  of  a  full-length  report  is  required 
of  each  student  at  the  end  of  the  term.  This  report  must  have  to 
do  with  something  in  his  chosen  curriculum. 

CJC  212  Drugs  3  2  4 

This  course  is  designed  to  prepare  the  student  to  identify  and 
classify  drugs.  Emphasis  will  be  placed  on  the  investigation  tech¬ 
niques  and  effects  of  drugs  on  the  human  body  as  they  related 
to  a  profession  in  criminal  justice-protective  service. 

SOC  102  Social  Problems  3  0  3 

The  student  will  be  prepared  to  deal  with  social  problems  as 
they  exist  in  our  society  today.  Emphasis  will  be  placed  upon 
social  problems  that  exist  within  a  correctional  facility. 

PSY  229  Abnormal  Psychology  3  0  3 

A  study  of  the  symptoms,  contributing  factors,  treatment  and 
outcomes  of  the  mentally  ill  and  mentally  defective  as  well  as 
maladjusted,  anti-social  persons.  Classifications  and  nomen¬ 
clature  of  psychoneurosis,  psychoses,  and  other  illnesses  are 
discussed. 

CJC  206  Community  Relations  3  0  3 

This  course  will  provide  the  student  with  an  understanding  of 
community  structures  as  they  relate  to  minority  groups,  peer 
groups,  socioeconomic  groups,  leader  groups,  and  group 
relations.  Emphasis  will  be  placed  on  the  organization  and 
function  of  these  groups  as  they  related  to  the  profession  of 
criminal  justice-protective  service. 
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FIFTH  QUARTER 

C)C  203  Correction 

An  examination  of  the  total  correctional  process  from  law  en¬ 
forcement  through  the  administration  of  justice,  probation,  pri¬ 
sons  and  correctional  institutions,  and  parole.  This  course  will 
provide  a  history  and  philosophy  in  the  field  of  correction. 

PSY  103  Adolescent  Psychology  3  0  3 

A  study  of  the  nature  and  source  of  the  problemsof  adolescents 
in  western  culture;  physical,  emotional,  social,  intellectual,  and 
personality  development  of  adolescents. 

CJC  207  Confinement  Facilities  Administration  3  0  3 

This  course  is  designed  to  familiarize  the  student  with  the  super¬ 
vision  and  administration  of  confinement  facilities  involving 
techniques  of  inmate  supervision,  security,  medical  care  of 
prisoners,  food  preparation,  sanitation,  and  various  legal 
aspects  controlling  detention  facilities,  correctional  institu¬ 
tions,  and  jails. 

CJC  209  Correction  Law  3  0  3 

This  course  is  designed  to  familiarize  the  student  with  the 
specific  laws  as  they  pertain  to  correction,  care,  custody,  and 
control. 

CJC  230  Counseling  3  0  3 

This  course  is  designed  to  present  the  basic  elements  of 
counseling.  The  basic  elements  will  be  applied  to  the  different 
socioeconomic  groups  in  our  society. 

CJC  234  Community  Based  Correction  3  0  3 

Community  resources  that  can  be  utilized  in  the  correctional 
process  are  examined  such  as  vocational  rehabilitation,  alcoho 
detoxification  and  other  units,  welfare  services,  child  guidance 
and  mental  health  clinics,  employment  services,  private  volun¬ 
teer,  professional  assistance,  legal  aid,  and  other  pertinent  serv¬ 
ices. 


?  ?  5 


3  0  3 


SIXTH  QUARTER 

CJC  223  Correction  Counseling  3  2  4 

This  course  is  designed  to  provide  the  student  with  information 
pertaining  to  counseling  techniques  as  they  apply  to  the  needs 
of  a  correction  officer.  Time  is  provided  for  role  playing  and 
other  practical  techniques. 

CJC  204  Paroles,  Probation,  and  Pardons  3  0  3 

Probation  as  a  judicial  process  and  parole  as  an  executive  func¬ 
tion  are  examined  as  community-cased  correctional  programs 
and  the  use  of  pardons  is  reviewed. 

CJC  224  Rehabilitation  3  0  3 

This  course  is  designed  to  provide  the  student  with  the  oppor¬ 
tunity  to  explore  the  different  avenues  of  rehabilitation.  The 
new  and  innovative  techniques  of  rehabilitation  will  be  em¬ 
phasized  as  they  relate  to  successful  methods. 

CJC  250  Mental  Retardation  3  0  3 

This  course  is  designed  to  provide  the  student  with  the  oppor¬ 
tunity  to  acquire  an  understanding  of  the  mentally  retarded 
person  in  terms  of  the  individual's  behavior  as  it  relates  to  con¬ 
finement. 

CJC  221  Correction  Administration  3  0  3 

Emphasis  is  placed  on  the  principles  of  administration  in  the 
correctional  setting  including  budgeting  and  financial  control, 
recruitment  and  development  of  staff,  administrative  decision 
making,  public  relations,  and  other  correctional  administrative 
functions. 


SECURITY  SERVICES  OPTION 
FOURTH  QUARTER 

ENG  103  Report  Writing  3  0  3 

The  fundamentals  of  English  are  utilized  as  a  background  for  the 
organization  and  techniques  of  modern  report  writing.  Exer¬ 
cises  in  developing  typical  reports,  using  writing  techniques, 
and  graphic  devices  are  completed  by  the  students.  Practical 
application  in  the  preparation  of  a  full-length  report  is  required 
of  each  student  at  the  end  of  the  term.  This  report  must  have  to 
do  with  something  in  his  chosen  curriculum. 
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CJC  212  Drugs  3  2  4 

This  course  is  designed  to  prepare  the  student  to  identify  and 
classify  drugs.  Emphasis  will  be  placed  on  the  investigation 
techniques  and  effects  of  drugs  on  the  human  body  as 
they  relate  to  a  profession  in  criminal  justice-protective 
service. 

SOC  111  Social  Problems  3  0  3 

The  student  will  be  prepared  to  deal  with  social  problems  as 
they  exist  in  our  society  today.  Emphasis  will  be  placed  upon 
social  problems  that  exist  within  a  correctional  facility. 

PSY  229  Abnormal  Psychology  3  0  3 

A  study  of  the  symptoms,  contributing  factors,  treatment  and 
outcomes  of  the  mentally  ill  and  mentally  defective  as  well  as 
maladjusted,  antisocial  persons.  Classifications  and  nomencla¬ 
ture  of  psychoneurosis,  psychoses,  and  other  illnesses  are  dis¬ 
cussed. 

CJC  206  Community  Relations  3  0  3 

This  course  will  provide  the  student  with  an  understanding  of 
community  structures  as  they  relate  to  minority  groups,  peer 
groups,  socioeconomic  groups,  leader  groups,  and  group  rela¬ 
tions.  Emphasis  will  be  placed  on  the  organization  and  function 
of  these  groups  as  they  relate  to  the  profession  of  criminal 
justice-protective  service. 


FIFTH  QUARTER 

CJC  240  Security  Systems  5  0  5 

This  course  is  designed  to  introduce  the  student  to  an  overview 
of  the  total  security  concept.  The  topic  is  broken  down  into  in¬ 
dustrial,  commercial,  and  retail  security. 


CJC  241  Property  Control  3  0  3 

This  course  is  designed  to  provide  the  student  with  an  under¬ 
standing  of  the  physical  layouts  and  control  procedures  of  in¬ 
dustrial,  commercial,  and  retail  facilities.  Methods  of  protection 
such  as  electrical  gates,  magnetic  passes,  perimeter  lighting, 
alarm  systems,  fencing,  and  other  means  of  protection  are 
covered. 

CJC  242  Common  Carrier  Protection  3  0  3 

This  course  is  designed  to  provide  the  student  with  an  under¬ 
standing  of  various  common  carrier  functions.  Effective  control 
measures  such  as  bills  of  lading,  waybills,  notices  of  shipment, 
and  free  astray  forms  are  presented  as  they  relate  to  the  secur¬ 
ity  officer’s  function.  ICC  regulations  as  they  related  to  com¬ 
pany  policies  and  state  laws  are  covered. 

CJC  243  Industrial  Accident  Investigation  3  0  3 

and  Reporting 

This  course  is  designed  to  present  techniques  and  procedures 
that  will  enable  the  security  officer  to  adequately  investigate  an 
industrial  accident  and  report  relevant  facts  important  to  the 
investigation.  Familiarization  with  pertinent  phraseology  and 
terms  is  stressed. 

CJC  244  Civil  and  Criminal  Legal  Responsibility  3  0  3 

This  course  emphasizes  the  civil  and  criminal  legal  responsi¬ 
bility  of  security  personnel.  It  involves  control  and  supervision 
of  company  property  including  entries  and  exists.  It  stresses  the 
legal  liability  of  the  individual  and  of  the  company. 

SIXTH  QUARTER 

CJC  245  Electronic  Detection  and  Polygraph  5  0  5 

This  course  is  designed  to  provide  the  student  with  an  under¬ 
standing  of  electronic  detection  devices  and  equipment.  It 
stresses  the  legal  aspects  limiting  their  use.  The  use  of  the  poly¬ 
graph  as  an  investigative  aid  is  covered. 

CJC  246  Security  Investigation  3  0  3 

This  course  is  designed  to  familiarize  the  student  with  utiliza¬ 
tion  of  personnel  security  questionnaires  and  other  sources  of 
background  data  to  assure  complete  investigations.  Familiariza¬ 
tion  with  investigative  techniques  and  procedures  are  em¬ 
phasized. 
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CJC  247  Retail  Security  3  0  3 

This  course  is  designed  to  familiarize  the  student  with  informa¬ 
tion  concerning  all  aspects  of  retail  security  protection.  Inter¬ 
nal  safeguards  including  employee  and  customer  activities  are 
covered. 

CJC  248  Fire  Prevention  and  Security  3  0  3 

This  course  presents  information  on  the  different  types  of  fires 
and  their  prevention.  Types  of  fire  extinguishers  and  fire  alarm 
systems  are  presented.  Methods  of  organizing  and  training  fire 
brigades  are  stressed. 

CJC  249  Surveillance  Techniques  3  0  3 

This  course  is  designed  to  cover  all  types  of  surveillance  tech¬ 
niques  and  the  use  of  the  surveillance  equipment.  Emphasis  is 
placed  on  loss  prevention  in  relation  to  employee  and  customer 
activities  in  industrial,  commercial,  and  retail  settings. 

CJC  218  Police  Techniques  (ELECTIVE)  3  2  4 

This  course  is  designed  to  introduce  the  student  to  specialized 
areas  in  Law  Enforcement.  It  will  provide  a  basic  knowledge  of 
firearms,  self  defense,  radio  communication,  police  computer 
operation,  breathalyzer,  arson  investigation,  mass  disaster,  pur¬ 
suit  techniques,  stopping  suspect  vehicles,  and  civil  process. 
This  course  will  not  certify  the  student  as  a  specialist  in  any  field, 
but  will  provide  the  principals  of  operation  and  development  of 
skills  necessary  for  an  understanding  of  the  police  function. 
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EARLY  CHILDHOOD 
SPECIALIST 

Associate  in  Applied  Science  Degree 

The  Early  Childhood  Program  is  designed  to  pre¬ 
pare  individuals  to  work  with  programs  in 
schools  and  centers  concerned  with  the  care  and 
development  of  infants  and  young  children. 
Through  study  and  actual  work  in  child-care  pro¬ 
grams  in  such  areas  as  the  developmental  stages 
of  children,  physical  and  nutritional  needs  of 
children,  communication  techniques  to  use  with 
children,  and  care  and  guidance  of  children  in  the 
home,  graduates  of  this  program  will  be  able  to 
function  effectively  in  various  programs  dealing 
with  young  children. 

A  Vocational  Diploma  entitled  CHILD  CARE 
WORKER  will  be  awarded  to  students  who  com¬ 
plete  the  first  four  quarters  (72  quarter  hours)  of 
this  program  and  apply  for  a  diploma. 

Employment  opportunities  include  various 
positions  in  such  locations  as: 

Day  Care  Centers 

Nursery  Schools 

Kindergarten 

Child  Development  Centers 

Hospitals 

Evaluation  Clinics 

Centers  for  Exceptional  Children 


EARLY  CHILDHOOD  SPECIALIST 


Suggested  Curriculum 
by  Quarters 


Course  Title 


Hrs. 

Per  Wk. 
Class  Lab 


FIRST  QUARTER 


PSV 

103 

The  Dynamics  of  Human  Behavior 

3 

0 

ENG 

101 

Grammar 

3 

0 

SCI 

114 

General  Science 

3 

0 

EDU 

101 

Introduction  to  Early  Childhood 

3 

4 

EDU 

106 

Communication  Skills  in 

3 

0 

Early  Childhood 

15 

4 

SECOND 

QUARTER 

PSY 

104 

Human  Growth  and  Development: 

Prenatal  and  Infant 

3 

0 

ENG 

102 

Composition 

3 

0 

EDU 

108 

Science  in  the  Early 

3 

0 

Childhood  Program 

EDU 

113 

Parent  Education 

3 

0 

EDU 

115 

Programming  for  Young  Children 

3 

6 

15 

6 

THIRD  QUARTER 

PSY 

105 

Human  Growth  and  Development: 

3 

0 

Early  Childhood 

ENG 

103 

Report  Writing 

3 

0 

EDU 

111 

Conceptual  and 

3 

0 

Language  Development 

EDU 

111 

The  Exceptional  Child 

3 

0 

EDU 

103 

Creative  Activities  for 

3 

9 

Young  Children 

_ 

_ 

Qtr. 

Hrs. 

Cr. 


3 

3 

3 

5 

3 

17 


3 

3 

3 

3 

_6 

18 


3 

3 

3 

3 

7 


15 


9 


19 
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FOURTH  QUARTER 

PSY 

106 

Human  Growth  and  Development: 

Middle  Childhood  and 

Adolescence 

3 

0 

3 

ENG 

204 

Speech 

3 

0 

3 

PED 

101 

Physical  Education  & 

3 

0 

3 

Creative  Movement 

MAT 

112 

Practical  Math 

3 

0 

3 

EDU 

112 

Literature  in  the  Early  Childhood 

3 

0 

3 

Program 

EDU 

102 

Health  and  Safety  of  the 

3 

0 

3 

Young  Child 

_ 

_ 

— 

18 

0 

18 

FIFTH  QUARTER 

EDU  202  Seminar  Practicum  in  Early 

4 

12 

10 

EDU 

200 

Childhood  Education 

Instructional  Media  and  Resources 

1 

3 

3 

ECU 

201 

Math  in  the  Early 

3 

0 

3 

Childhood  Program 

8 

15 

16 

SIXTH  QUARTER 

EDU  205  Seminar  Practicum 

2 

15 

9 

EDU 

207 

Art  in  the  Early  Childhood 

3 

0 

3 

ECU 

208 

Music  in  the  Early  Childhood 

3 

0 

3 

8 

15 

15 

SEVENTH 

QUARTER 

EDU 

203 

Social  Studies  in  the  Early 
Childhood  Program 

3 

0 

3 

ECU 

204 

Working  with  Young  Children 

3 

6 

6 

ECU 

206 

Administration  and  Supervision  in 
A  Preschool  Facility 

3 

0 

3 

EDU 

208 

Music  in  the  Early 

Childhood  Program 

3 

0 

3 

Elective 

3 

0 

3 

15 

6 

18 

TOTAL 


94 
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EARLY  CHILDHOOD 
SPECIALIST 

Course  Descriptions 


PSY  103  The  Dynamics  of  Human  Behavior  3  0  3 


Study  of  human  behavior  with  emphasis  on  development  as¬ 
pects,  motivations,  common  behavioral  patterns  and  the  role  of 
defense  mechanisms  in  human  behavior.  Prerequisite:  None. 


SCI  114  General  Science  3  0  3 

Study  of  basic  concepts  from  biological,  physical,  and  natural 
sciences.  Prerequisite:  None. 


EDU  101  Introduction  to  Early  3  4  5 

Childhood  Education 

Designed  to  promote  understanding  of  the  role  and  respon¬ 
sibilities  of  early  childhood  specialists.  Classroom  activities  in¬ 
clude  study  of  personal  adjustment,  the  development  sequence 
in  infancy  and  childhood,  and  needs  of  young  children  for 
optimal  intellectual,  emotional,  and  social  development.  The 
importance  of  the  adult-child  relationship  is  emphasized 
throughout  the  course.  Students  will  have  experience  in  a  child 
care  setting.  Prerequisite:  None 

EDU  106  Communication  Skills  in  Early  Childhood  3  0  3 

Study  of  communication  skills  in  the  Early  Childhood  program: 
listening,  oral  expression,  creative  writing,  handwriting,  gram¬ 
mar,  word  usage  and  spelling.  Each  student  will  plan  activities 
to  encourage  language  development  in  the  young  child.  Pre¬ 
requisite:  None. 

PSY  104  Human  Growth  and  Development:  3  0  3 

Prenatal  and  Infant 

A  detailed  study  of  the  development  sequence  of  the  prenatal 
and  infant  periods,  with  emphasis  on  developmental  influ¬ 
ences  and  conditions  necessary  for  optimal  development  of 
individuals.  Prerequisite:  PSY  103. 

EDU  108  Science  in  the  Early  Childhood  Program  3  0  3 

A  study  utilizing  materials  from  nature,  as  well  as  simple  equip¬ 
ment  to  demonstrate  science  concepts  to  young  children.  Each 
student  will  develop  a  series  of  projects  appropriate  for  a  spe¬ 
cific  level  of  development.  Prerequisite:  SCI  114. 


EDU  113  Parent  Education 


3  0  3 


Study  of  ways  parents  can  be  involved  in  the  child  development 
center,  of  the  purposes  and  value  of  home  visitation,  and  of 
techniques  for  reporting  child  progress  to  parents.  The  role  of 
the  early  childhood  specialist  in  aiding  parents  in  guidance  of 
the  child’s  development  is  emphasized.  Prerequisite:  None. 

EDU  115  Programming  for  Young  Children  3  6  6 

Study  of  principles  and  practices  of  early  childhood  educa¬ 
tion:  the  types  of  experiences,  facilities,  and  media  which  will 
promote  optimal  development  of  each  child.  Guidelines  for 
identifying,  planning,  organizing  and  implementing  appro¬ 
priate  programs  for  various  levels  of  development  are  derived 
through  group  discussion  and  individual  projects.  Laboratory 
experience  provides  opportunities  to  participate  in  planning 
activities,  in  selecting  equipment  and  materials,  in  defining  the 
adult  role  and  in  developing  techniques  for  managing  children 
in  a  group  situation.  Prerequisite:  EDU  101. 

PSY  105  Human  Growth  and  Development:  3  0  3 

Early  Childhood 

A  detailed  study  of  the  developmental  sequence  during  the 
preschool  period,  ages  2  to  6.  Emphasis  is  given  to  factors  influ¬ 
encing  development;  the  importance  of  experiences  in  estab¬ 
lishing  patterns  of  behavior,  attitudes,  interpersonal  skills; 
language  usage;  and  the  relationship  of  early  childhood  in  later 
realization  of  potential.  Prerequisite:  PSY  104. 

EDU  103  Creative  Activities  3  9  7 

Designed  to  promote  appreciation  for  the  importance  of  a 
varied  program  of  activities  for  young  children  and  to  develop 
understanding  of  types  of  activities  which  should  be  provided 
in  an  early  childhood  program.  Classroom  activities  include  dis¬ 
cussion  of  media  and  techniques,  experimentation  with  various 
media,  and  participation  in  planning  activity  programs  for 
different  age  groups.  Student  will  have  experience  in  a  child 
care  setting.  Prerequisite:  None. 


EDU  111  Conceptual  and  Language  Development  3  0  3 

Study  of  means  of  helping  children  develop  in  their  ability  to 
communicate.  Emphasis  is  on  utilization  of  all  facets  of  the  pro¬ 
gram  to  reinforce  concept  development  and  to  increase  vo¬ 
cabulary  through  stimulation  of  oral  communication.  Reading 
assignments  and  recordings  of  children’s  speech  provide  op¬ 
portunities  to  study  speech  development  and  to  establish  real¬ 
istic  expectations  for  the  children.  Prerequisite:  None. 


EDU  116  The  Exceptional  Child  3  0  3 

Study  of  children  with  developmental  variations  requiring 
modification  in  activities.  Consideration  is  given  to  recognition 
of  problems,  community  resources,  and  appropriate  activities 
for  the  child  with  exceptional  deviations  in  personality  or 
physical  development.  Prerequisite:  None. 

PSY  106  Human  Growth  and  Development:  3  0  3 

Middle  Childhood  and  Adolescence 

A  detailed  study  of  the  developmental  sequence  during  middle 
childhood  and  adolescence;  emphasis  is  given  to  environ¬ 
mental  and  social  factors  which  influence  developmental 
rates,  formulation  of  behavior  patterns,  and  establishment  of 
value  systems  and  interests.  Prerequisite:  PSY  105. 
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PED  101  Physical  Education  and  3  0  3 

Creative  Movement 

Study  of  the  importance  of  physical  activity  at  all  ages.  Theories 
of  movement  are  examined  as  to  the  effectiveness  with  the 
young  child.  Games,  movement  and  rhythmic  activities  are  an 
important  part  of  the  class.  Prerequisite:  None. 

EDU  112  Literature  in  the  Early  3  0  3 

Childhood  Program 

Study  of  literature  for  young  children,  with  emphasis  on  criteria 
for  evaluating  the  literary  value  of  children’s  books.  Extensive 
reading  and  development  of  a  topical  file  provide  resources  for 
selection  of  appropriate  materials  to  use  in  field  practice,  to 
develop  skills  in  oral  reading  and  in  story  telling.  Prerequisite: 
None. 


EDU  102  Health  and  Safety  3  0  3 

Designed  to  promote  understanding  of  factors  which  influence 
physical  and  emotional  health  during  infancy  and  childhood. 
Classroom  activities  focus  on  practices  and  procedures  for 
promoting  good  health  among  children  in  group  care.  The  in¬ 
fluence  of  child  care  workers  on  health  and  safety  and  on  the 
teaching  of  health  habits  is  emphasized  throughout  the  course. 
Prerequisite:  None. 


EDU  202  Seminar  Practicum  in  Early  4  12  10 

Childhood  Education 

Experiences  in  a  variety  of  child  care  settings  to  develop  further 
skill  in  working  with  young  children  in  assisting  with  program¬ 
ming  activities,  and  adapting  to  the  needs  of  individual  chil¬ 
dren.  Analysis  of  individual  problems  encountered  in  working 
with  specific  age  groups.  Prerequisite:  None. 


EDU  200  Instructional  Media  and  Resources  13  3 

Study  of  the  use  of  audio-visual  equipment,  materials  available, 
and  implementing  these  resources  in  working  with  the  young 
child.  Prerequisite:  None. 


EDU  201  Math  in  the  Early  Childhood  Program  3  0  3 

Study  of  math  concepts  appropriate  for  young  children.  Stu¬ 
dents  learn  to  utilize  the  variety  of  materials  available  to  in¬ 
tegrate  math  concepts  into  the  total  early  childhood  pro¬ 
gram.  Prerequisite:  MAT  112. 
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EDC  205  Seminar  Practicum  2  15  9 

Seminar  on  child  development  problems.  Continued  experi¬ 
ence  in  a  variety  of  child  care  facilities.  Prerequisite:  None. 


EDU  207  Art  in  the  Early  Childhood  Program  3  0  3 

Study  of  art  concepts  and  techniques  suitable  for  use  with 
young  children.  The  sequence  of  motor  skills  is  studied  in  re¬ 
gard  to  its  relationship  to  art  development.  Sessions  provide 
first-hand  experiences  with  various  media.  Each  student  will 
plan  a  sequence  of  art  activities  which  could  be  incorporated  in¬ 
to  a  program  for  young  children.  Prerequisite:  None. 


EDU  203  Social  Studies  in  the  Early  Childhood  3  0  3 

Designed  to  assist  students  in  integrating  social  skills  into  the 
early  childhood  program.  Course  work  offers  an  understand¬ 
ing  of  the  interrelationship  of  a  child  and  his  world.  Prerequi¬ 
site:  None. 


EDU  204  Working  with  Young  Children  3  6  6 

Case  presentations,  film  observations,  and  group  discussions 
are  utilized  to  study  characteristic  behaviors  of  each  level  of 
development  and  to  derive  guidelines  for  promoting  desirable 
behaviors  and  for  coping  with  undesirable  behaviors.  Labora¬ 
tory  experiences  will  provide  opportunities  to  develop  ob¬ 
servation  skills,  effective  techniques,  and  beginning  skill  in 
adapting  activities  to  the  needs  of  individual  children.  Prerequi¬ 
site:  None. 


EDU  206  Administration  and  Supervision  3  0  3 

of  a  Preschool  Facility 

Designed  to  assist  students  to  develop  a  philosophy  of  pre¬ 
school  education  which  can  serve  as  a  guide  in  establishing  poli¬ 
cies  and  procedures  for  the  operation  of  a  center  for  group  care 
of  young  children.  Emphasis  is  given  to  principles  of  supervision 
and  techniques  for  promoting  acceptance  of  a  philosophy  by 
the  total  staff.  Prerequisite:  None. 


EDU  208  Music  in  the  Early  Childhood  Program  3  0  3 

Study  of  music  which  is  appropriate  for  young  children  and 
ways  of  integrating  music  into  the  total  program  of  activities. 
Students  learn  to  utilize  a  wide  variety  of  materials  for  rhythm 
instrumental  performance,  and  dramatic  play.  Sessions  provide 
opportunities  for  learning  songs  and  developing  extensive  files; 
class  experience  provides  opportunities  to  participate  in  and 
evaluate  music  activities  for  various  age  groups.  Prerequisite: 
None. 

RELATED  SUBJECTS 
ENGLISH 

ENG  101  Grammar  3  0  3 

A  study  of  basic  sentence  structures  with  practice  in  composing 
simple,  compound,  complex,  and  complex-compound  sen¬ 
tences.  Stress  is  put  on  standard  usage  and  punctuation. 

ENG  102  Composition  3  0  3 

A  study  of  paragraph  structure  and  development;  study  of 
structure  of  and  expository  techniques  used  in  longer  composi¬ 
tions  including  the  documented  paper;  and  practice  in  writing 
these  forms. 

ENG  103  Report  Writing  3  0  3 

The  fundamentals  of  English  are  utilized  as  a  background  for 
the  organization  and  techniques  of  modern  report  writing.  Ex¬ 
ercises  in  developing  typical  reports,  using  effective  writing 
techniques,  and  graphic  devices  are  completed  by  the  students. 
Practical  application  in  the  preparation  of  a  full-length  report  is 
required  of  each  student  at  the  end  of  the  term.  Prerequisite: 
ENG  102. 

ENG  204  Speech  3  0  3 

A  study  of  basic  concepts  and  principles  of  oral  communica¬ 
tion  to  enable  the  student  to  communicate  with  others.  Em¬ 
phasis  is  placed  on  the  importance  of  oral  communication  be¬ 
tween  two  people,  within  a  small  group,  and  with  a  large  audi¬ 
ence.  Each  student  is  expected  to  make  a  speech  and  to  practice 
other  methods  of  oral  communication.  Prerequisite:  ENG  101 

MATH 

MAT  112  Practical  Mathematics  3  0  3 

Study  of  the  basics  of  mathematics:  Addition,  subtraction, 
multiplication,  and  division  with  whole  numbers,  common  and 
decimal  fractions.  Students  will  be  intoduced  and  instructed  in 
the  principles  of  math  in  their  particular  field  of  study.  Pre¬ 
requisite:  None 
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GENERAL  EDUCATION 


Associate  Degree  in  General  Education 

The  General  Education  Curriculum  is  de¬ 
signed  to  provide  general  education  studies  for 
students  who  seek  personal  growth  and  intellec¬ 
tual  enrichment.  It  serves  several  needs  of  the  stu¬ 
dents  according  to  their  educational  goals. 

First,  enrollment  in  the  curriculum  can  lead  to 
an  Associate  degree  in  General  Education.  Credits 
earned  toward  the  Associate  degree  may  be 
transferred  to  a  four-year  college  or  university  if  a 
student  wishes  to  continue  work  toward  a 
bachelor’s  degree.  Several  four-year  colleges  in 
Western  North  Carolina  have  agreed  to  accept  for 
transfer  most  of  all  of  the  general  education  credits 
earned  at  MTI.  Second,  the  curriculum  provides 
general  education  courses  for  technical  and 
vocational  students.  Third,  the  curriculum  pro¬ 
vides  general  education  for  residents  of  the  tri¬ 
county  area  who  may  wish  to  take  courses  occa¬ 
sionally  for  personal  enrichment. 

The  core  requirements  for  the  Associate  Degree 
in  General  Education,  totaling  71  quarter  hours,  are 
taken  from  these  disciplines:  English,  history,  fine 
arts,  psychology,  sociology,  mathematics,  science, 
and  philosophy.  The  remaining  course  require¬ 
ments,  totaling  25  quarter  hours,  are  chosen  by  the 
student  in  light  of  his  special  needs  from  approved 
elective  courses  from  the  core  curriculum  and 
from  certain  technical  programs.  The  usual  pre¬ 
requisites  must  be  met  for  any  course  taken.  A  can¬ 
didate  for  the  Associate  Degree  must  have  no  less 
than  a  2.0  grade  average  on  the  96  quarter  hours  of 
work  counted  as  fulfilling  degree  requirements. 


SUGGESTED  SCHEDULE  OF 
COURSES  FOR  THE  ASSOCIATE 
DEGREE  CANDIDATE 


FRESHMAN  YEAR 


Hrs. 

Per 

Course  Title  Class 

FIRST  QUARTER 

ENG  101  Grammar/Composition  3 

MAT  101  Introduction  to  College  Math  3 

HIS  101  World  Civilization  I  3 

PSY  101  General  Psychology  3 

Elective 


SECOND 

QUARTER 

ENG 

102 

Composition 

3 

Mathematics  Elective 

3 

Psychology  Elective 

3 

HIS 

102 

Western  Civilization  II 

Elective 

3 

THIRD  QUARTER 

ENG 

103 

Report  Writing 

3 

HIS 

103 

Western  Civilization  111 

3 

Mathematics  Elective 

3 

PHI 

201 

Introduction  to  Philosophy 

3 

Elective 

FOURTH  QUARTER 

Elective 

3 

Elective 

3 

Elective 

3 

Wk. 

Lab 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 
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SOPHOMORE  YEAR 


Qtr. 

Hrs. 

Cr. 


3 

3 

3 

3 

_3 

15 


3 

3 

3 

3 

_3 

15 


3 

3 

3 

3 

_3 

15 


3 

3 

3 

9 


FIFTH  QUARTER 

ENG  120  Introduction  to  Literature 
Science  Elective 
History  Elective 
Elective 


SIXTH  QUARTER 

SOC  103  Introduction  to  Sociology 
Science  Elective 
History  Elective 
Literature  Elective 
Elective 


SEVENTH  QUARTER 

Science  Elective 
Literature  Elective 
Fine  Arts  Elective 
Elective 

Total  Quarter  Hours 


3  0  3 

3  2  4 

3  0  3 

3 
13 


3  0  3 

3  2  4 

3  0  3 

3  0  3 

3 

16 


3  2  4 

3  0  3 

3  0  3 

3 

13 

96 


Core  Requirements  for  the  Associate  Degree  in  General  Educa¬ 
tion. 


ENGLISH  (language  and  literature) 

ENG  101  Grammar/Composition  (3  quarter  hours) 

ENG  102  Composition  (3  quarter  hours) 

ENG  103  Report  Writing  (3  quarter  hours) 

plus  9  quarter  hours  from  200  level  literature 
courses 

Total — 18  quarter  hours 


HISTORY 

HIS  101  Western  Civilization  I  (3  quarter  hours) 

HIS  102  Western  Civilization  II  (3  quarter  hours) 

HIS  103  Western  Civilization  III  (3  quarter  hours) 

plus  6  quarter  hours  from  other  history  offerings 
Total — 15  quarter  hours 
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FINE  ARTS 

ART  100  Art  Appreciation  (3  quarter  hours) 

or  MUS  100  Music  Appreciation  (3  quarter  hours) 
Total — 3  quarter  hours 


PHILOSOPHY 

PHI  201  Introduction  to  Philosophy  (3  quarter  hours) 

Total — 3  quarter  hours 


PSYCHOLOGY 

PSY  101  Introduction  to  Psychology  (3  quarter  hours) 

PSY  102  Growth  and  Development  (5  quarter  hours) 

Total — 8  quarter  hours 


SOCIOLOGY 

SOC  103  Introduction  of  Sociology  (3  quarter  hours) 

Total — 3  quarter  hours 


MATHEMATICS 

MAT  101  Introduction  to  College  Mathematics  (3  quarter 
hours)  plus  6  quarter  hours  from  mathematics  listed 
in  elective  offerings 

Total— 9  quarter  hours 


SCIENCE 

BIO  101  General  Biology  (4  quarter  hours) 

BIO  102  Introduction  to  Zoology  (4  quarter  hours) 

BIO  103  Introduction  to  Botany  (4  quarter  hours) 

or 

CHM  101  Chemistry  I  (4  quarter  hours) 

CHM  102  Chemistry  II  (4  quarter  hours) 

CHM  103  Chemistry  III  (4  quarter  hours) 

or 

PHY  101  General  Physics  I  (4  quarter  hours) 

PHY  102  General  Physics  II  (4  quarter  hours) 

PHY  103  General  Physics  III  (4  quarter  hours) 

or 

SCI  101  Physical  Science  Survey  I  (4  quarter  hours) 

SCI  102  Physical  Science  Survey  II  (4  quarter  hours) 

SCI  103  Physical  Science  Survey  III  (4  quarter  hours) 

Total — 12  quarter  hours 


GENERAL  EDUCATION 
COURSE  DESCRIPTIONS 


S  S  ? 


ART 


ART  100  Art  Appreciation  3  0  3 

A  survey  of  the  major  periods,  schools,  and  forms  of  visual  art. 


ART  101  Drawing  I  3  0  3 

Studio  practice  in  line  drawing  and  design  with  basic  materials. 


ART  102  Drawing  II  3  0  3 

Continuation  of  ART  101.  Prerequisite: 

Permission  of  Instructor 


ART  103  Drawing  III  3  0  3 

Continuation  of  ART  102.  Prerequisite: 

Permission  of  Instructor 

ART  111  Painting  I  3  0  3 

Studio  practice  in  composition  and  the  use  of  painting  ma¬ 
terials. 


ART  112  Painting  II  3  0  3 

Continuation  of  ART  111.  Prerequisite: 

Permission  of  Instructor. 

ART  113  Painting  III  3  0  3 

Continuation  of  ART  112.  Prerequisite: 

Permission  of  Instructor 


ENGLISH 

ENG  101  Grammar  3  0  3 

A  study  of  basic  sentence  structures  with  practice  in  composing 
simple,  compound,  complex,  and  complex-compound  sen¬ 
tences.  Stress  is  put  on  standard  usage  and  punctuation. 

ENG  102  Composition  3  0  3 

A  study  of  paragraph  structure  and  development;  study  of 
structure  of  and  expository  techniques  used  in  longer  composi¬ 
tions  including  the  documented  paper;  and  practice  in  writing 
these  forms.  Prerequisite:  ENG  101. 


3 


0 
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ENG  103  Report  Writing 

The  fundamentals  of  English  are  utilized  as  a  background  for  the 
organization  and  techniques  of  modern  report  writing.  Exer¬ 
cises  in  developing  typical  reports,  using  effective  writing 
techniques,  and  graphic  devices  are  completed  by  thestudents. 
Practical  application  in  the  preparation  of  a  full-length  report  is 
required  of  each  student  at  the  end  of  the  term.  Prerequisite: 
ENG  102 

ENG  120  Introduction  to  Literature  3  0  3 

A  study  of  the  major  literary  genres  (fiction,  poetry,  and  drama), 
using  representative  selections  to  explore  techniques  and 
forms.  Each  student  will  write  several  essays  on  aspects  of  litera¬ 
ture.  Prerequisite:  ENG  102. 

ENG  211  World  Literature  I  3  0  3 

Reading  and  discussion  of  masterpieces  of  the  western  world 
from  antiquity  through  the  Renaissance.  Several  essays  will  be 
required  of  each  student  on  subjects  related  to  the  literature  of 
the  period.  Prerequisite:  ENG  120. 

ENG  212  World  Literature  II  3  0  3 

Readings  and  discussion  of  world  masterpieces  since  the 
Renaissance.  Several  essays  will  be  required  of  each  student  on 
subjects  related  to  the  literature  of  the  period.  Prerequisite: 
ENG  120 

ENG  221  British  Literature  I  3  0  3 

Readings  and  discussion  of  British  Literature  from  Beowulf 
through  the  neoclassical  period.  Several  essays  will  be  required 
of  each  student  on  subjects  related  to  the  literature  of  the 
period.  Prerequisite:  ENG  120 

ENG  222  British  Literature  II  3  0  3 

Readings  and  discussion  of  British  Literature  since  the  neoclas¬ 
sical  period.  Several  essays  will  be  required  of  each  student  on 
subjects  related  to  the  literature  of  the  period.  Prerequisite: 
ENG  120 
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ENG  231  American  Literature  I  3  0  3 

Readings  and  discussion  of  American  Literature  from  the 
colonial  period  through  1860.  Several  essays  will  be  required  of 
each  student  on  subjects  related  to  the  literature  of  the  period. 
Prerequisite:  ENG  120 

ENG  232  American  Literature  II  3  0  3 

Readings  and  discussion  of  American  Literature  since  1860. 
Several  essays  will  be  required  of  each  student  on  subjects  re¬ 
lated  to  the  period.  Prerequisite:  ENG  120 

ENG  203  Creative  Writing  3  0  3 

Practice  in  imaginative  writing  with  emphasis  on  essays,  short 
fiction,  and  poetry.  Prerequisite:  ENG  102 

HISTORY 

HIS  101  Western  Civilization  I  3  0  3 

A  general  survey  of  the  ancient  near  East;  the  classical  civiliza¬ 
tions  of  Greece  and  Rome:  the  Middle  Ages  and  the  Renais¬ 
sance.  Prerequisite:  None 

HIS  102  Western  Civilization  II  3  0  3 

A  survey  of  Age  of  Reformation;  exploration,  colonization,  and 
the  Commercial  Revolution;  the  Age  of  Absolutism;  the  Intel¬ 
lectual  Revolution;  the  age  of  Democratic  Revolutions;  and  the 
Napoleon  Ear.  Prerequisite:  None 

HIS  103  Western  Civilization  III  3  0  3 

A  survey  of  the  Industrial  Revolution;  the  European  revolts  of 
1830  and  1848;  the  political  unification  of  Germany  and  Italy; 
World  War  I;  World  War  II;  and  the  Cold  War.  Prerequisite: 
None 

HIS  201  American  History  I  3  0  3 

A  study  of  the  origins  and  development  of  the  United  States 
through  the  Constitutional  period.  Prerequisite:  None 

HIS  202  American  History  II  3  0  3 

The  study  of  the  history  of  the  United  States  from  the  Consti¬ 
tutional  period  through  the  Civil  War  and  the  Reconstruction 
period.  Prerequisite:  None 

HIS  203  American  History  III  3  0  3 

The  study  of  the  history  of  the  United  States  from  the  Recon¬ 
struction  period  to  the  present.  Prerequisite:  None 
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MATHEMATICS 

MAT  100  Metrics 

An  introduction  to  the  metric  system.  Topics  include  early 
forms  of  measurement  and  the  basic  units  of  metric  measure¬ 
ment.  Calculation  with  length,  area,  volume,  and  mass  will 
be  used  for  a  “hands-on”  approach.  Prerequisite:  None 

MAT  101  Introduction  to  College  Mathematics  3  0  3 

The  real  number  system  developed  as  an  extension  of  natural 
numbers.  Topics  include  fundamental  algebraic  expressions, 
the  rectangular  coordinate  system,  products  and  factors,  divi¬ 
sion  of  polynomials,  and  rational  expressions.  Prerequisite: 
MAT  090  or  equivalent 

MAT  102  College  Algebra  3  0  3 

A  continuation  of  MATH  101 .  An  integrated  study  of  algebra  in¬ 
cluding  such  topics  as  equations,  word  problems,  functions, 
lines  and  their  equations,  roots,  quadratics,  exponential,  and 
logarithmic  functions.  Prerequisite:  MAT  101 

MAT  103  Trigonometry  with  Analytic  Geometry  3  0  3 

A  continuation  of  MAT  201.  Topics  discussed  are  differential  of 
functions,  the  right  triangle  with  applications,  the  circle,  the 
parabola,  the  ellipse,  and  the  hyperbola.  Prerequisite:  MAT  102 

MAT  104  Introduction  to  Finite  Mathematics  3  0  3 

and  Probability 

Topics  include  set  and  subsets,  partitions  and  counting,  prob¬ 
ability  theory,  and  summation  notation.  Prerequisite:  MAT  101 

MAT  105  Elementary  Statistics  3  0  3 

Topics  include  measures  of  central  tendency  and  dispersion: 
random  variables  and  distributions  including  the  binomial, 
normal,  student’s— T.  and  chi-square.  Prerequisite:  MAT  101 

MAT  109  Symbolic  Logic  3  0  3 

Topics  discussed  are  statements  and  truth  tables,  arguments 
and  proofs,  dilemmas,  and  set  theory.  Prerequisite:  MAT  101 


?  r  C 


s  s 


3  0  3 


MAT  201  Calculus  I 


3  0  3 


Topics  discussed  are  limits,  the  derivative,  application  of  the 
derivative,  integration,  and  application  of  integration. 

MAT  202  Calculus  II  3  0  3 

A  continuation  of  MAT  201.  Topics  discussed  arediffentiationof 
transcendental  functions,  methods  of  integration,  differential 
equations,  and  partial  derivatives.  Prerequisite:  MAT  201 

MUSIC 

MUS  100  Music  Appreciation  3  0  3 

A  survey  of  musical  periods,  styles,  and  instruments. 

MUS  101,  102,  103  Chorus  2  0  2 

Study  and  practice  in  singing  important  choral  literature  for 
mixed  voices.  Each  quarter’s  work  concludes  with  a  concert  of 
choral  music. 

MUS  111,  112,  113  Instrumental  Ensemble  2  0  2 

Study  and  practice  in  a  string  and  wood  wind  ensemble,  per¬ 
forming  literature  ranging  from  easy  to  medium  difficulty. 

MUS  090  Beginning  Recorder  2  0  2 

An  introduction  to  the  recorder  with  instruction  in  musical 
scales  and  basic  rhythms. 

MUS  091,  092,  093  Recorder  Consort  2  0  2 

Study  and  performance  of  early  music  literature  consisting  of 
two  or  more  voice  parts  for  recorders.  Prerequisite:  Permission 
of  the  instructor. 


PHILOSOPHY 

PHI  201  Introduction  to  Philosophy  3  0  3 

A  survey  of  the  basic  problems  in  traditional  philosophical 
thought.  Prerequisite:  None 

PHI  202  Logic  3  0  3 

A  study  of  traditional  systems  of  logic.  Prerequisite:  PHI  201 

PHI  203  Philosophy  of  Religion  3  0  3 

Lectures  and  readings  on  the  main  philosophical  issues  raised 
by  religious  belief.  Prerequisite:  PHI  201 
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POLITICAL  SCIENCE 

POL  102  National  Government  3  0  3 

A  study  of  the  processes  of  politics  in  the  United  States  and  what 
role  these  processes  play  in  the  expression  of  public  demands 
and  how  they  are  reconciled.  Prerequisite:  None 

POL  103  State  and  Local  Government  3  0  3 

A  basic  study  of  what  state  and  local  governments  do,  how  they 
are  organized  and  how  they  make  decisions.  Special  emphasis  is 
placed  on  a  critical  look  at  the  American  governmental  char¬ 
acteristic  of  dispersion  of  decision-making  authority  and 
how  it  increases  "representativeness”  while  at  the  same  time 
rendering  coordinated  problem  solving  difficult.  Prerequi¬ 
site:  None 

PSYCHOLOGY 

PSY  101  Introduction  to  Psychology  3  0  3 

A  study  of  the  fundamental  principles  of  human  behavior.  Pre¬ 
requisite:  None 

PSY  102  Human  Growth  and  Development  5  0  5 

A  study  of  the  development  of  social,  emotional  and  intellec¬ 
tual  behavior  from  conception  through  adulthood  with  major 
stress  on  the  period  from  early  childhood  through  adolescence. 
Prerequisite:  PSY  101 

PSY  115  Adolescence  3  0  3 

A  study  of  the  period  of  adolescence  with  special  emphasis  on 
educational  and  social  development.  Prerequisite:  PSY  101 

PSY  110  Marriage  and  Family  3  0  3 

A  study  of  the  family,  roles  and  status  of  members;  changing 
forms  and  concepts  of  marriage;  nature,  causes  and  con¬ 
sequences  of  family  problems;  Discussion  of  development  of 
affectional  relationships.  Prerequisite:  PSY  101 

PSY  250  Mental  Retardation  3  0  3 

A  comprehensive  survey  of  mental  retardation;  its  char¬ 
acteristics  and  causes;  social  and  family  relationships.  Pre¬ 
requisite:  PSY  101 


PSY  220  Juvenile  Delinquency  3  0  3 

A  study  of  the  causes,  extent,  social  impact,  methods  of  control- 
ing,  and  institutional  problems  and  associated  with  juvenile 
delinquency.  Prerequisite:  PSY  101,  102 

PSY  230  Personality  3  0  3 

A  study  of  the  basic  principles  of  personality  structure,  dyna¬ 
mics,  and  development;  relation  to  cultural,  environmental, 
and  biological  impact  and  theoretical  isues,  are  discussed. 
Prerequisites:  PSY  101,  102 

PSY  240  Abnormal  Psychology  3  0  3 

A  study  of  the  disturbed  personality  with  special  attention  given 
to  cultural,  familial,  learning,  and  constitutional  factors;  theo¬ 
retical  issues,  treatment,  and  family  and  community  relations 
are  discussed.  Prerequisites:  PSY  101,  102. 

SCIENCE 

BIO  101  General  Biology  I  3  2  4 

An  introduction  to  the  study  of  life  based  on  cellular  function 
and  structure.  Topics  will  include:  the  scientific  method,  cellu¬ 
lar  function,  cellular  structure,  multicellular  organization,  pro¬ 
tein  synthesis,  energy  transformations,  photosynthesis,  cellular 
respiration,  cellular  reproduction,  patterns  of  inheritance.  Two 
hour  laboratory  weekly.  Prerequisite:  None 

BIO  102  General  Biology  II  3  2  4 

An  introduction  to  zoology.  The  topics  will  include  survey  of 
animal  kingdom,  animal  growth  and  development,  animal  be¬ 
havior.  Two  hour  laboratory  weekly.  Prerequisite:  BIO  101 

BIO  103  General  Biology  III  3  2  4 

An  introduction  to  botany  and  ecological  systems.  The  topics 
will  include:  (1)  survey  of  plant  kingdom  (including  physiology 
and  development  of  plants)  and  (2)  study  of  communities  of  liv¬ 
ing  things,  their  interrelationships  and  the  impact  of  man  and 
his  activities  on  these  communities.  Two  hour  laboratory  week¬ 
ly.  Prerequisite:  BIO  101 

CHM  101  General  Chemistry  I  3  2  4 

Fundamental  principles  of  chemistry.  Topics  will  include  atomic 
structure,  chemical  bonding,  periodicity,  formulas,  reactions, 
and  chemical  equations.  Three  lectures,  two  laboratory  hours 
per  week.  Prerequisite:  MAT  101 
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CHM  102  General  Chemistry  II  3  2  4 

Continuation  of  Chemistry  101.  Topics  will  include  stoichio¬ 
metry,  states  of  matter,  elementary  thermodynamics  and  kine¬ 
tics,  solutions  and  solubility.  Three  lectures,  two  laboratory 
hours  per  week.  Prerequisite:  CHM  101 


CHM  103  General  Chemistry  III 


3  2  4 


Continuation  of  Chemistry  102.  Topics  will  include  continued 
study  of  periodicity  with  descriptive  study  of  elements,  acid- 
base  theory,  coordination  compounds,  electro-chemistry,  nu¬ 
clear  chemistry,  and  introduction  to  organic  chemistry.  Lab  will 
emphasize  methods  of  analysis.  Three  lectures.  Two  laboratory 
hours  per  week.  Prerequisite:  CHM  102 

PHY  101  General  Physics  I  3  2  4 

Classical  mechanics  and  sound.  Topics  will  include  the  metric 
system,  the  properties  of  matter,  work  energy,  forces,  motion, 
the  laws  of  Newton  and  Kelper,  and  sound  waves.  Three  lec¬ 
tures,  two  laboratory  hours  per  week.  Prerequisite:  MAT  101 


PHY  102  General  Physics  II 


3  2  4 


Therodynamics,  electricity  and  magnetism.  Topics  will  include 
heat,  temperature,  the  properties  of  electric  and  magnetic 
fields.  Ohm’s  law,  Kirchloff’s  rules,  basic  AC  and  DC  circuity, 
and  electromagnetic  radiation.  Three  lectures,  two  laboratory 
hours  per  week.  Prerequisite:  PHY  101 

PHY  103  General  Physics  III  3  2  4 

Optics  and  modern  physics.  Topics  will  include  geometric  and 
wave  optics,  the  special  theory  of  relativity,  and  quantization  of 
matter  and  energy.  Three  lectures,  two  laboratory  hours  per 
week.  Prerequisite:  PHY  102 

PHY  SCI  101  Physical  Science  I  3  2  4 

The  principles  of  physical  science  as  they  relate  to  astronomy 
and  geology  are  discussed.  The  Metric  System  of  Weights  and 
Measurement  is  covered  in  detail.  Prerequisite:  MAT  101 


3  2  4 


PHY  SCI  102  Physical  Sciences  II 

The  basic  principles  of  physics  are  discussed.  Introduction  to 
the  study  of  the  physical  states  of  matter,  the  principles  upon 
which  they  are  based,  and  their  application  in  everyday  affairs. 
Measurements  are  in  both  English  and  Metric  units.  Prerequi¬ 
site:  MAT  101 

PHY  SCI  103  Physical  Science  III  3  2  4 

The  basic  principles  of  chemistry  are  discussed.  Topics  include 
Atoms  and  Molecules,  the  Periodic  Law,  acids,  bases,  salts, 
chemical  reactions,  and  an  introduction  to  Organic  Chemistry. 
Prerequisite:  MAT  102 

PHY  190  Modern  Physics  for  Non-Scientists  3  0  3 

Description  of  the  world  in  the  light  of  quantum  mechanics  and 
the  legacy  of  Einstein.  An  investigation  of  the  strange,  exciting 
universe  of  sub-atomic  particles,  cosmic  distances  and  speeds 
approaching  that  of  light.  Mathematics  will  be  minimized  and 
development  will  be  intuitive  whenever  possible.  Science-math 
background  is  not  required.  Prerequisite:  None 

PHY  195  Energy:  How  much  do  we  have  and  3  0  3 

where  can  we  get  it? 

A  study  of  our  energy  woes  emphasizing  possible  methods  of 
utilizing  unconventional  sources  such  as  solar,  geothermal, 
and  nuclear  energy.  A  major  purpose  will  be  to  develop  the 
understanding  necessary  to  form  well  founded  opinions  on 
balancing  benefits  with  costs  and  hazards  involved  in  energy 
production  by  controversial  processes  and  on  what  may  be  ex¬ 
pected  in  the  future.  Mathematics  will  be  de-emphasized  and 
physical  principles  introduced  will  be  relevant  to  the  above 
described  topics.  Prerequisite:  None 

SOCIOLOGY 

SOC  103  Introduction  to  Sociology  5  0  5 

A  study  of  social  relations,  social  institutions,  social  processes, 
and  their  ramifications.  An  analysis  of  culture,  communica¬ 
tion,  mobility,  social  control,  and  other  sociological  con¬ 
cepts. 

SOC  111  Social  Problems  3  0  3 

An  advanced  level  course  designed  to  discuss  social  issues  of 
today  and  their  psychological  impact  on  the  individual.  Indi¬ 
vidual  research,  reports  and  class  presentation  are  the  major 
tools  to  discuss  theory  and  attitudes  of  such  topics  as  aging,  mar¬ 
riage,  divorce,  drugs,  alienation  and  human  potential.  Prere¬ 
quisite:  PSY  101,  102  and  permission  of  the  instructor 
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AUTOMOTIVE-DIESEL 

MECHANICS 

Diploma 

Job  opportunities  for  automotive  and  diesel 
mechanics  will  be  plentiful  in  the  years  ahead.  Be¬ 
cause  of  the  complexity  of  modern  vehicles,  a  be¬ 
ginning  mechanic  needs  training  in  a  program  such 
as  this  before  seeking  employment. 

This  program  is  designed  to  give  the  student  the 
opportunity  to  develop  the  basic  knowledge  and 
skills  necessary  for  maintaining  and  repairing  com¬ 
ponents  of  gasoline  and  diesel  powered  automo¬ 
tive  vehicles.  Manual  skills  are  developed  in  prac¬ 
tical  shop  work  and  the  operating  principles  of 
modern  vehicles  are  taught  in  the  lab  and  class¬ 
room. 

Automotive  engineering  innovations  and  new 
ways  to  service  and  repair  motor  vehicles  are 

stressed  in  this  program. 

Employment  opportunities  for  the  beginning 
mechanic  are  found  in  various  garages,  repair 
shops,  services  stations  and  automobile  dealer¬ 
ships.  Many  experienced  mechanics  establish  their 
own  business. 


AUTOMOTIVE-DIESEL 

MECHANICS 


Suggested  Curriculum 
By  Quarters 


Qlr. 


Hr*. 

Pr. 

wk. 

Hrs. 

Course  Title 

Class 

Lab. 

Shop 

Cr. 

FIRST  QUARTER 

PME 

1101 

Internal  Combustion  Engines 

5 

0 

15 

10 

MAT 

1101 

Fundamentals  of  Math 

5 

0 

0 

5 

ENG 

1101 

Reading  Improvement 

2 

0 

0 

2 

DFT 

1101 

ScEiematics  and  Diagrams 

_1 

_2 

_0 

_2 

13 

2 

15 

19 

SECOND 

QUARTER 

PME 

1102 

Engines,  Fuel  & 

Electric  Systems 

5 

0 

13 

9 

ENG 

1102 

Communications  Skills 

3 

0 

0 

3 

DFT 

1102 

Schematics  and  Diagrams 

1 

3 

0 

2 

PHY 

1101 

Applied  Science  (Related) 

_3 

_2 

_0 

_4 

12 

5 

13 

18 

THIRD  QUARTER 

AUT 

1123 

Brakes,  Chasis  and 
Suspensions 

4 

0 

11 

7 

AUT 

1124 

Power  Trains 

5 

0 

5 

6 

PHY 

1102 

Applied  Science 

_3 

_2 

_0 

_4 

12 

2 

16 

17 

FOURTH 

QUARTER 

PME 

1103 

Engine  Ignition  Systems 

3 

0 

6 

5 

AHR 

1101 

Air  Conditioning 

2 

0 

3 

3 

MAT 

1115 

Metrics  Conversions 

1 

2 

0 

2 

WLD 

1101 

Basic  Gas  Welding 

1 

0 

3 

2 

PME 

1121 

Braking  Systems 

_3 

_0 

_6 

_5 

10 

2 

18 

17 
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FIFTH  QUARTER 

PME  1203  Engine  Rebuilding 

4 

0 

9 

7 

MEC 

1218 

Small  Engine  Service 

3 

0 

3 

4 

MEC 

1202 

Machine  Operations 

1 

0 

4 

2 

PSY 

1101 

Human  Relations 

3 

0 

0 

3 

BUS 

1103 

Small  Business  Operations 

_3 

_0 

_0 

_3 

14 

0 

16 

19 

SIXTH  QUARTER 

PME  1244 

Power  Trains 

4 

0 

12 

8 

WLD  1202 

Basic  Arc  Welding 

1 

0 

3 

2 

PME  1223 

Front  Suspension,  Alignment 
&  Power  Steering 

_3 

_0 

_7 

_5 

8 

0 

22 

15 

Total  for  Optional  Diploma 

69 

11 

100 

105 

SEVENTH  QUARTER 


PME 

1224 

Automatic  Transmissions 

3 

0 

6 

5 

PME 

1204 

Diesel  Engine  Service 

3 

0 

9 

6 

PME 

1250 

Advanced  Auto  Fuel  Systems 

3 

0 

6 

5 

9 

0 

21 

16 

EIGHTH  QUARTER 

AUT  1225  Automotive  Servicing 

7 

0 

15 

12 

ENG  1103  Report  Writing 

3 

0 

0 

3 

Electives 

1 

0 

4 

2 

— 

— 

— 

— 

11 

0 

19 

17 

Total  for  Diploma 

89 

11 

140 

138 

Electives 

PME  1206 

Alternator  &  Starter  Rebuild 

1 

0 

4 

2 

PME  1207 

Engine  Modification 

1 

0 

4 

2 

PME  1208 

Tune  Up  Procedures 

1 

0 

4 

2 

PME  1205 

V.W.  Engines 

1 

0 

4 

2 
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AUTOMOTIVE-DIESEL 

MECHANICS 

COURSE  DESCRIPTIONS 


FIRST  QUARTER 

PME  1101  Internal  Combustion  Engines 

Development  of  knowledge  and  ability  to  properly  use, 
maintain  and  store  the  various  tools  and  measuring  devices 
needed  in  engine  repair  work.  Also  a  study  of  the  construction 
and  operation  of  the  components  of  the  internal  combustion 
engine,  service  and  maintenance  of  pistons,  crankshafts, 
connecting  rods,  bearings,  valves,  camshafts,  valve  systems,  fuel 
systems,  exhaust  systems,  cooling  systems,  lubricating  systems 
and  methods  of  trouble  shooting  and  repair  procedures. 

MAT  1101  Fundamentals  of  Mathematics  5  0  0  5 

Fundamentals  of  the  four  operations:  whole  numbers,  common 
and  decimal  fractions.  Other  topics  include  measurement, 
percentage,  exponents  applied  geometry,  and  ratio  and 
proportion.  Prerequisite:  None 

ENG  1101  Reading  Improvement  2  0  0  2 

Designed  to  improve  the  students  ability  to  read  rapidly  and 
accurately.  Emphasis  on  sentence  structure  and  vocabulary 
building  serves  to  augment  oral  reading  practice.  Prerequisite: 
None 

DFT  1101  Schematics  and  Diagrams  12  0  2 

Interpretation  and  reading  of  schematics  and  diagrams. 
Development  of  ability  to  interpret  schematics,  drawings,  and 
charts  used  in  instruction  and  service  manuals.  Also  develop  an 
ability  to  sketch  the  component  parts  of  the  automobile. 


5  0  15  10 


SECOND  QUARTER 

PME  1102  Automotive  Fuel  and  5  0  13  9 

Electrical  Systems 

This  is  a  general  study  of  the  fuel  and  electrical  system 
components  and  their  function  in  relation  to  the  engine 
operation.  It  includes  the  study  of  batteries,  cranking  motors. 


generators,  alternators,  regulators,  ignition  systems  and  their 
components,  carburetors,  and  fuel  pumps.  This  course  also 
covers  the  use  of  special  tools  and  testing  equipment  for  the 
fuel  and  electrical  system  and  tune-up  procedures.  Emphasis  is 
placed  on  tuning  for  economy  and  energy  conservation. 

ENG  1102  Communication  Skills  3  0  0  3 

Design  to  promote  effective  communication  through  correct 
language  usage  in  speaking  and  writing.  Prerequisite:  ENG  1101 

DFT  1102  Schematics  and  Diagrams  13  0  2 

This  study  involves  interpretation  and  reading  of  schematics 
and  disgrams  related  to  the  fuel  and  electrical  system  com¬ 
ponents  and  components  of  the  power  train,  beginning  with 
the  engine  and  its  component  parts  and  continuing  through 
the  mechanical  drive  train.  Symbols  used  in  complete  automo¬ 
tive  wiring  systems  and  proceures  are  studied. 

PHY  1101  Applied  Science  3  2  0  4 

An  introduction  to  the  principles  of  physical  science.  Topics 
include:  measurement;  kinetic-molecular  theory  and  states  of 
matter;  laws  of  motion;  work;  energy;  power;  and  simple 
machines.  Prerequisite:  None 


THIRD  QUARTER 

AUT  1123  Brakes,  Chasis  and  4  0  11  7 

Suspension  Systems 

This  is  a  study  of  the  various  braking  systems  employed  on 
automobiles  and  light  trucks  including  trouble  diagnosis  and 
repair  procedure  for  the  various  components.  Also  a  study  of 
chasis  design  and  suspension  systems  including  shop 
instruction  on  repair  and  parts  replacement  procedures. 

AUT  1124  Automotive  Power  Train  System  5  0  5  6 

This  is  a  study  of  the  purpose  and  operation  of  the  power  train 
components,  clutches,  transmissions,  torque  connectors,  drive 
shaft  assemblies  differential  and  rear  axle  assemblies,  including 
trouble  shooting  and  various  repairand  adjustment  procedures 
for  each  of  the  component  parts. 

PHY  1102  Applied  Science  3  2  0  4 

A  continuation  of  the  study  of  the  principles  of  physical  science. 
Topics  include:  basic  electricity  and  magnetism;  light;  and 
principles  of  heat  energy  as  applied  to  air  conditioning  and 
internal  combustion  engines.  Prerequisite:  PHY  1101 
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FOURTH  QUARTER 

PME  1103  Engine  Ignition  Systems  3  0  6  5 

This  is  a  study  of  the  principles  and  function  of  the  various 
components  of  the  ignition  systems  including  the  transistorized 
high  energy  and  capacitor  discharge  systems.  Components  to 
be  studied  will  be  the  coils,  distributors,  spark  plugs,  solid  state 
modules,  and  the  various  component  parts  that  cause  the  igni¬ 
tion  system  to  function.  The  relationship  of  the  ignition  system 
to  economic  engine  operation  and  fuel  savings  will  be  stressed. 

AHR  1101  Automotive  Air  Conditioning  2  0  3  3 

A  general  introduction  to  the  principles  of  refrigeration  and  air 
conditioning  as  related  to  the  automobile  including  the  assem¬ 
bly  of  the  components  and  connections  necessary  to  complete 
the  refrigeration  cycle  on  the  automobile.  Also  the  study  in¬ 
cludes  the  proper  handling  procedures  of  refrigerants,  the 
proper  use  of  test  equipment  and  trouble  shooting  and  repair 
procedures  of  the  components  of  the  system.  Constant  updat¬ 


ing  of  technical  information  will  insure  that  the  student  is 
familiar  with  current  air  condition  systems  being  developed  for 
more  economical  operation. 

MAT  1115  Metrics  12  0  2 

An  introduction  to  the  metric  system.  Topics  include  early 
forms  of  measurement  and  the  basic  units  of  metric  measure¬ 
ment.  Calculation  with  length,  area,  volume  and  mass  will  be 
used  from  a  "hands-on”  approach.  Precision  instruments  used 
will  be  Vernier  Calipers,  and  Micrometers.  Prerequisite:  None 

WLD  1101  Basic  Gas  Welding  10  3  2 

A  study  of  gas  welding  procedures  for  ferous  and  non-ferous 
metals  such  as  steel,  cast  iron,  brass  and  copper.  Shop  practice 
and  the  use  and  care  of  welding  and  cutting  tips  and  torches  is 
included  in  the  study. 

PME  1121  Braking  Systems  3  0  6  5 

This  is  a  complete  study  of  the  repair  procedures  of  the  com¬ 
ponents  of  the  various  braking  systems  used  on  the  automobile 
and  light  duty  trucks  such  as  repairing  the  master  cylinder, 
wheel  cylinders,  turning  brake  drums  and  rotors,  proper  relin- 
ing  procedures,  and  the  various  problems  that  cause  premature 
brake  lining  failure.  It  also  includes  the  hydraulic  principles  of 
the  braking  systems  including  the  dual  master  cylinder  and  the 
operation  of  the  brake  failure  indicators. 
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FIFTH  QUARTER 

PME  1203  Engine  Rebuilding 


~  i 

S  I 
j  5 


4  0  9  7 


This  is  a  complete  study  of  engine  rebuilding  procedures.  It  is 
designed  to  allow  the  student  to  become  proficient  in  the  prop¬ 
er  methods  of  bearing  fitting,  piston  fitting,  use  of  the  special 
measuring  devices  used  in  establishing  the  proper  clearances, 
valve  refacing  and  seating,  and  the  various  cleaning  and  re¬ 
surfacing  procedures  necessary  to  insure  a  suitable  engine 
overhaul. 


MEC  1218  Small  Engine  Repair  3  0  3  4 

This  study  is  designed  to  give  the  student  a  better  mechanical 
knowledge  of  adjustment  and  repair  procedures  for  small  gaso¬ 
line  engines.  The  small  gasoline  engine  is  also  used  to  further 
demonstrate  the  theory  of  the  internal  combustion  as  related  to 
the  automobile  engine. 


MEC  1202  Machine  Operations  10  4  2 

A  basic  study  in  machine  shop  operation  utilizing  lathes,  milling 

machines,  grinders,  drill  presses  and  power  hand  tools.  It  is  de¬ 
signed  to  give  the  student  actual  operating  experience  of  these 
machines  and  tools  that  are  commonly  found  in  automotive 
shops. 


PSY  1101  Human  Relations  3  0  0  3 

A  study  of  basic  principles  of  human  behavior.  The  problems  of 
the  individual  are  studies  in  relation  to  society.  Croup  mem¬ 
bership,  and  relationships  within  the  work  situation.  Prerequi¬ 
site:  None 


BUS  1103  Small  Business  Operations  3  0  0  3 

An  introduction  to  the  business  world,  problems  of  small  busi¬ 
ness  operation,  basic  business  law,  business  forms  and  records, 
financial  problems,  ordering  and  inventorying,  layout  of  equip¬ 
ment  and  offices,  methods  of  improving  business,  and  em¬ 
ployer-employee  relations. 


SIXTH  QUARTER 

PME  1244  Power  Trains 


4  0  12  8 


This  is  an  advanced  study  of  the  power  train  systems,  types  of 
gears,  gear  ratios,  bearings,  types  of  clutches  and  assemblies, 
drive  lines,  differential  and  rear  axle  assemblies.  Including  the 
repair  and  adjustment  procedures  for  each  of  the  members  of 
the  power  train.  In  addition  to  the  standard  transmission,  the 
automatic  transmission  is  covered  in  general. 


WLD  1202  Basic  Arc  Welding  10  3  2 

A  basic  study  of  A. C.  and  D.C.  are  welding  of  malleable  steel  and 
cast  iron  materials  as  used  in  the  repairing  of  the  automobile. 
It  is  designed  to  allow  the  student  to  practice  and  select  the 
proper  welding  electrodes  and  heat  ranges  needed  for  the  vari¬ 
ous  welding  jobs  that  may  be  encountered  in  automobile  repair 
shops. 


PME  1223  Front  Suspension,  Alignment  and  3  0  7  5 

Power  Steering 

This  is  a  study  of  the  various  types  and  designs  of  front  ends. 
With  emphasis  placed  on  shop  practice  on  alignment  pro¬ 
cedures  and  equipment,  front  suspension  overhaul  and  power 
steering  overhaul  and  maintenance. 


SEVENTH  QUARTER 

PME  1224  Automatic  Transmissions  3  0  6  5 

This  course  is  designed  to  provide  a  better  understanding  of 
the  operations  of  the  automatic  transmission.  Instruction  in¬ 
cludes  classroom  study,  demonstrations  and  student  participa¬ 
tion  in  disassembly  and  overhaul  procedures  of  selected  trans¬ 
missions.  Special  emphasis  is  placed  on  principles,  function, 
construction,  operation  servicing  and  trouble  shooting  pro¬ 
cedures.  Rebuilding  of  various  types  of  transmissions  is  in¬ 
cluded  in  the  shop  practice. 


PME  1204  Diesel  Engine  Service  3  0  9  6 

This  course  is  designed  for  the  student  with  a  working  knowl¬ 
edge  of  the  gasoline  engine.  It  expands  his  potential  as  a  mech¬ 
anic  by  giving  him  an  understanding  of  the  basic  principles  of 
the  maintenance  and  repair  procedures  for  the  diesel  engine. 
Emphasis  is  placed  on  tuning,  rebuilding  and  trouble  shooting 
procedures. 
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PME  1250  Advanced  Auto  Fuel  Systems  3  0  6  5 

A  thorough  study  of  the  fuel  systems  of  the  automobile.  Fuel 
pumps,  carburetors  and  fuel  injector  systems  are  covered  in 
classroom  instruction  and  shop  practice.  Various  types  and 
“brand  names”  of  carburetors  are  used  for  instructional  pur¬ 
poses  with  the  student  rebuilding  and  placing  into  service,  the 
various  carburetors  used  on  modern  engines.  Special  emphasis 
is  placed  on  the  carburetor  circuits  and  their  function  in  rela¬ 
tion  to  the  different  engine  operating  conditions. 


EIGHTH  QUARTER 

AUT  1225  Automotive  Servicing  7  0  15  12 

This  is  thorough  study  on  shop  operating  procedures  with 
emphasis  on  trouble  shooting  the  various  components  systems 
of  the  automobile.  It  provides  a  full  range  of  experiences  in  test¬ 
ing  by  proper  utilization  of  test  equipment,  repairing,  replacing 
and  adjusting  the  various  components  in  need  of  repair. 


ENC  1103  Report  Writing  3  0  0  3 

This  course  is  designed  for  vocational  students  who  will  not 
often  be  faced  with  complex  writing  situations  during  their  pro¬ 
fessional  careers  but  who  need  the  necessary  skill  to  handle 
competently  any  technical  communication  with  which  they  will 
be  faced.  Methods  of  construction  and  various  types  of  reports 
and  letters  are  presented. 


ELECTIVES(Electives  are  offered  in  the  8th  quarter) 

PME  1206  Alternator  and  Starter  Rebuilding  10  4  2 

Is  offered  to  students  who  have  a  desire  to  further  their  under¬ 
standing  and  experience  in  alternator  and  starter  rebuilding. 
Emphasis  is  placed  on  the  use  of  test  equipment  for  trouble 
shooting  and  proper  rebuilding  procedures.  It  is  offered  as  an 
alternative  course. 


Quarter  Hours  Credit 
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PME  1207  Engine  Modification  10  4  2 

Designed  to  give  the  student  who  has  mastered  the  gasoline  en¬ 
gine  repair  procedures  an  opportunity  to  further  his  knowledge 
and  technique  of  specific  engine  modification  for  more  effi¬ 
cient  engine  performance.  It  is  an  alternative  course. 

PME  1208  Tune  Up  Procedures  10  4  2 

This  course  is  designed  to  offer  the  student  who  would  like 

to  specialize  in  engine  tuning  an  opportunity  to  gain  experi¬ 
ence  and  knowledge  in  this  area.  Emphasis  is  placed  on  the 
proper  utilization  of  tests  equipment  and  on  accuracy  and 
cleanliness  of  work  habits.  It  is  an  alternative  course. 

PME  1205  Volkswagen  Engine  10  4  2 

This  course  is  designed  for  those  students  with  an  understand¬ 
ing  of  the  basic  gasoline  engine  and  have  a  desire  for  further 
understanding  and  experience  on  the  V.W.  engine.  Instruction 
will  be  on  removal,  installation,  testing,  overhaul  and  modifica¬ 
tion  of  the  V.W.  engine  line.  It  is  offered  as  an  alternative 
course. 
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COSMETOLOGY 


Diploma 

This  program  offers  basic  preparation  for  em¬ 
ployment  in  the  field  of  Cosmetology.  It  provides 
instruction  and  practice  in  shampooing,  per¬ 
manent  waving,  styling,  cutting,  wig  service,  mani¬ 
curing  and  other  related  services. 

A  full-time  student  should  be  able  to  complete 
the  regular  program  (1200  hours)  in  four  quarters. 
Part-time,  evening  students  usually  complete  the 
program  in  seven  or  eight  quarters.  Students  who 
complete  this  program  are  eligible  to  take  the 
North  Carolina  State  Board  of  Cosmetic  Arts  ex¬ 
amination.  After  passing  this  final  examination  and 
completing  a  six-month  apprenticeship  under  a 
licensed  hairdresser,  the  graduate  will  be  issued  a 

license.  ^  ,  rirTLJ 

If  a  student  completes  the  OPTIONAL  FIFTH 

QUARTER  (TOTAL  OF  1500  HOURS),  the  six- 
month  apprenticeship  will  not  be  required. 

Employment  opportunities  are  available  in. 

Beauty  Salons 

Private  Clubs 

Women’s  Specialty  Shops 

Other  Hairstyling  Establishments 
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COSMETOLOGY 


COSMETOLOGY 


Course  Descriptions 
BEGINNERS’  DEPARTMENT 


Suggested  Curriculum 
by  Quarters 


Qlr- 


Hrs. 

Pr. 

Wk. 

Hrs. 

Course  Title 

Class 

Lab 

Shop 

Cr. 

FIRST  QUARTER 

C 

1001  Scientific  Study 

4 

4 

0 

6 

c 

1011  Mannequin  Practice 

5 

0 

15 

10 

ENG 

1101  Reading  Improvement 

2 

0 

0 

2 

11 

4 

15 

18 

SECOND  QUARTER 

C 

1002  Scientific  Study 

4 

4 

0 

6 

c 

1022  Clinical  Application 

4 

0 

15 

9 

PSY 

1101  Human  Relations 

3 

0 

0 

3 

11 

4 

15 

18 

THIRD  QUARTER 

C 

1003  Scientific  Study 

3 

3 

0 

4 

C 

1033  Clinical  Application 

4 

0 

15 

9 

MAT 

1101  Fundamentals  of  Math 

5 

0 

0 

5 

12 

3 

15 

18 

THIRD  QUARTER 

C 

1004  Scientific  Study 

4 

4 

0 

6 

C 

1044  Clinical  Application 

4 

0 

15 

9 

BUS 

1103  Small  Business  Operations 

3 

0 

0 

3 

11 

4 

15 

18 

FIFTH  QUARTER  (Optional) 

C 

1005  Shop  Management 

4 

6 

0 

6 

C 

1055  Advanced  Clinical 

1 

0 

19 

7 

Application 

5 

6 

19 

13 

TOTAL 

50 

21 

79 

85 

Students  shall  spend  three  hundred  (300)  hours  in 
this  department  before  entering  the  advanced  de¬ 
partment  and  shall  not  work  on  clients  from  the 
public  during  this  300  hours.  The  hours  earned  in 
this  department  shall  be  devoted  to  Scientific  Study 
and  Mannequin  Practice.  Manicuring  practice  in 
this  department  will  be  done  on  the  students  en¬ 
rolled  in  the  school  during  the  first  300  hours. 


KIRST  QUARTER 


n 

3 

a. 


C  1001  Scientific  Study  I 


4  4  0  6 


This  is  a  course  for  beginners  in  Cosmetology.  It  includes  a  study 
of  professional  ethics,  grooming  and  personality  development, 
sterilization,  sanitation,  first  aid  and  bacteriology,  cosmetology 
law,  anatomy,  chemistry,  nails,  nail  disorders,  manicuring,  hair, 
scalp,  skin,  and  disorders  pertaining  to  the  hair,  scalp,  and  skin. 


C  1011  Mannequin  Practice  5  0  15  10 

This  is  a  study  of  finger  waving,  pin  curling,  rollers,  marcelling, 
hair  relaxing,  shampooing  and  rinses,  scalp  treatment,  hair  cut¬ 
ting,  permanent  waving,  hairdressing  and  combing,  hair  tinting, 
bleaching,  frosting,  streaking,  wig  care  and  styling. 


ENG  1101  Reading  Improvement  2  0  0  2 

Designed  to  improve  the  students  ability  to  read  rapidly  and  ac¬ 
curately.  Emphasis  on  sentence  structure  and  vocabulary  build¬ 
ing  serves  to  augment  oral  reading  practice.  Prerequisite:  None 
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PROGRAMS  OF  STUDY/COSMETOLOGY 


ADVANCED  DEPARTMENT 
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The  hours  earned  in  the  Advanced  Department 
shall  be  devoted  to  the  study  and  practice  in  live 
models.  Work  in  this  department  may  be  done  on 
clients  from  the  public.  Students  with  less  than  300 


hours  of  instruction  an< 
this  department. 

SECOND  QUARTER 

C  1002  Scientific  Study  II 


practice  shall  not  work  in 


4  4  0  6 


This  is  a  classroom  study  of  skin,  scalp,  hair,  nails,  and  their  dis¬ 
orders,  salesmanship,  permanent  waving,  marcelling,  relaxing, 
hairdressing,  wigs,  and  hair  coloring. 


C  1022  Clinical  Application  I  4  0  15  9 

A  study  of  live  model  performance,  this  course  is  designed  to 
develop  skills  and  understanding  of  techniques  and  applica¬ 
tions  in  the  areas  of  bacteriology,  pin  curling,  finger  waving, 
rollers,  permanent  waving,  marcelling,  chemical  relaxing,  hair¬ 
dressing  and  wigs,  manicuring  and  pedicuring,  skin  and  scalp 
disorders,  hair  coloring,  and  hair  cutting. 


PSY  1101  Human  Relations  3  0  0  3 

A  study  of  basic  principles  of  human  behavior.  The  problems  of 
individuals  are  studied  in  relation  to  society,  group  member¬ 
ship,  and  relationship  within  the  work  situation. 


THIRD  QUARTER 

C  1003  Scientific  Study  III  3  3  0  4 

This  is  a  classroom  study  of  anatomy,  manicuring,  chemistry, 
cosmetics,  facials,  hair  styling,  theory  of  message,  scalp  treat¬ 
ments,  superfluous  hair  removal,  grooming  and  hygiene. 

C  1033  Clinical  Application  II  4  0  15  9 

This  course  gives  continued  laboratory  practice  and  application 
of  techniques  in  hair  shaping,  professional  ethics,  manicuring, 
chemistry,  cosmetics-facials,  hair  styling,  hair  coloring  (rinses, 
etc.)  and  scalp  treatments. 


MAT  1101  Fundamentals  of  Mathematics  I 


5  0  0  5 


Analysis  of  basic  operations:  Addition,  subtraction,  multiplica¬ 
tion,  and  division  of  whole  numbers,  common  and  decimal 
fractions.  Other  topics  covered  include  measurement,  percent¬ 
age,  finance,  graphs  and  exponents  and  radicals,  applied 
geometry,  and  applied  trigonometry. 


FOURTH  QUARTER 

C  1004  Scientific  Study  IV  4  4  0  6 

This  includes  a  classroom  study  of  chemistry,  sanitation,  sterili¬ 
zation,  hair  coloring  and  lash  and  brow  tinting,  artistry  in  hair 
styling,  beauty  salon  salesmanship  management,  electricity, 
cold  waving  and  hair  shaping. 

C  1044  Clinical  Application  III  4  0  15  9 

This  is  a  continued  study  of  laboratory  practices  in  chemistry, 
sanitation,  sterilization,  hair  coloring  and  lash  and  brow  tint¬ 
ing,  artistry  in  hair  styling,  cold  waving,  and  hair  shaping. 

BUS  1103  Small  Business  Operations  3  0  0  3 

An  introduction  to  the  business  world,  problems  of  small 
business  operation,  basic  business  law,  business  forms  and  rec¬ 
ords,  financial  problems,  ordering  and  inventorying,  layout  of 
equipment  and  offices,  methods  of  improving  business,  and 
employer-employee  relations. 


FIFTH  QUARTER  (Optional) 

C  1005  Shop  Management  4  6  0  6 

This  includes  a  classroom  study  of  salon  operations,  ordering 
and  inventory,  layout  of  equipment,  advertising,  and  liability 
insurance. 

C  1055  Advanced  Clinical  Application  1  0  19  7 

This  is  a  continued  study  of  laboratory  practices  in  sanitation, 
sterilization,  artistry  in  hair  coloring,  permanent  waving,  hair 
styling  and  hair  shaping. 
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PROGRAMS  OF  STUDY/ELECTRICAL  INSTALLATION 

AND  MAINTENANCE 
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ELECTRICAL  INSTALLATION 
AND  MAINTENANCE 

Diploma 

(Evening  Program) 

This  program  is  designed  to  provide  training  in 
the  basic  knowledge,  fundamentals  and  practices 
involved  in  the  electrical  trades.  Practical  knowl¬ 
edge  and  skills  are  taught  in  the  shop  and  lab  while 
electrical  theory  and  practices  are  covered  in  the 
classroom. 

Subjects  included  in  the  program  include:  elec¬ 
tric  circuits,  fundamentals  of  electronics,  resi¬ 
dential,  commercial  and  industrial  wiring,  elec¬ 
trical  electronic  controls  and  the  National  Electric 
Code. 

The  graduate  of  this  program  is  qualified  to  enter 
an  electrical  trade  as  an  on-the-job  trainee  or  ap¬ 
prentice  to  a  licensed  electrician  or  electrica 
contractor.  To  obtain  a  license,  an  electrician  must 
take  an  examination  after  the  completion  of  the  re¬ 
quired  apprenticeship.  ... 

Graduates  also  have  the  basic  knowledge  o 
enter  electrical  maintenance  work  in  manufactur¬ 
ing  plants,  mines,  railroads,  and  other  industries. 

The  electrical  trades  field  is  expected  to  increase 
faster  than  average  through  the  1980’s. 


ELECTRICAL  INSTALLATION 
AND  MAINTENANCE 


Suggested  Curriculum 
by  Quarters 


Q«r. 

Hrs.  Pr.  Wit.  Hrs. 
Course  Title  class  lab  Shop  Cr. 


FIRST  QUARTER 


ELC 

1112 

Direct  Current 

2 

6 

0 

5 

ENG 

1111 

Reading  Comprehension 

4 

0 

0 

4 

MAT 

1110 

Electrical  Math 

4 

0 

0 

4 

10 

6 

0 

13 

SECOND  QUARTER 

ELC 

1113 

Alternating  Current 

4 

4 

0 

6 

PHY 

1111 

Applied  Science 

4 

4 

0 

6 

8 

8 

0 

12 

THIRD  QUARTER 

ELC 

1114 

DC  and  AC  Machines  and 
Controls  1 

3 

6 

0 

6 

DFT 

1110 

Blueprint  Reading  (Building) 

0 

0 

3 

1 

ENG 

1112 

Communication  Skills 

4 

0 

0 

4 

7 

6 

3 

11 

FOURTH  QUARTER 

ELC 

1115 

DC  and  AC  Machines  and 
Controls  II 

2 

6 

0 

5 

PHY 

1112 

Applied  Science 

4 

4 

0 

6 

6 

10 

0 

11 

FIFTH  QUARTER 

ELC 

1124 

Residential  Wiring  1 

1 

0 

6 

3 

ELN 

1118 

Industrial  Electronics  1 

3 

6 

0 

6 

4 

6 

6 

9 

77 


SIXTH  QUARTER 


ELC 

1125 

Residential  Wiring  II 

4 

PSY 

1111 

Human  Relations 

4 

DFT 

1113 

Blue  Print  Reading  (Electrical) 

2 

8 


0  6  6 

0  0  4 

2  0  1 

2  6  11 


SEVENTH  QUARTER 

ELC  1126  Commercial  Wiring 
ELC  1119  Industrial  Electronics  II 


1 

3 

4 


3 

6 

9 


EIGHTH  QUARTER 

ELC  1127  Industrial  Wiring 

BUS  1103  Small  Business  Operations 


TOTAL 


6  0  6  8 

4  0  0  4 

10  0  6  12 

57  44  27  88 


PROGRAMS  OF  STUDY/ELECTRICAL  INSTALLATION 

AND  MAINTENANCE 


COURSE  descriptions/electrical  installation 

AND  MAINTENANCE 
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ELECTRICAL  INSTALLATION 
AND  MAINTENANCE 


Course  Descriptions 


FIRST  QUARTER 

ELC  1112  Direct  Current 


?  s  S 


2  6  0  5 


A  study  of  the  electrical  structure  of  matter  and  electron  theory, 
the  relationship  between  voltage,  current,  and  resistance  in 
series,  parallel,  and  series-parallel  circuits.  An  analysis  of  direct 
current  circuits  by  Ohm’s  Law  and  Kirchloff’s  Law.  A  study  of 
the  sources  of  direct  current  voltage  potentials. 


ENC  1111  Reading  Comprehension  4  0  0  4 

A  course  designed  to  improve  the  students  ability  to  read 
rapidly  and  accurately.  Drills  used  to  broaden  span  of  recogni¬ 
tion,  to  increase  eye  coordination  and  work  group  recognition 
and  to  train  for  comprehension  in  larger  units.  Special  reading 
assignments  are  given  to  measure  student  ability  to  grasp  main 
points. 

MAT  1110  Electrical  Math  4  0  0  4 

A  study  of  fundamental  concepts  of  algebra;  basic  operations  of 
addition,  subtraction,  multiplication,  and  division;  solution  of 
first  order  equations,  use  of  letters  and  signs,  grouping,  factor¬ 
ing,  exponents,  ratios,  and  proportions;  solution  of  equations, 
algebraically  and  graphically;  and  introduction  to  trigono¬ 
metric  functions  and  their  application  to  right  angles;  and  a 
study  of  vectors  for  use  in  alternating  current. 


SECOND  QUARTER 

ELC  1113  Alternating  Current  4  4  0  6 

Fundamental  concepts  of  alternating  current  flow,  reactance, 
impedance,  phase  angle,  power,  and  resonance.  Analysis  of 
alternating  current  circuits.  Prerequisite:  None 


PHY  1111  Applied  Science  4  4  0  6 

A  study  of  measurements,  motion,  forces,  work  and  energy, 
simple  machines,  properties  of  matter,  temperature  and  heat. 


THIRD  QUARTER 

ELC  1114  DC  and  AC  Machines  and  Controls  13  6  0  6 

Provides  fundamental  concepts  in  single  and  polyphase  alter¬ 
nating  current  circuits,  voltages,  currents,  power  measure¬ 
ments,  transformers,  and  motors.  Instruction  in  the  use  of  elec¬ 
trical  test  instruments  in  circuit  analysis. 

DFT  1110  Blueprint  Reading  (Building)  0  0  3  1 

Principles  of  interpreting  blueprints  and  trade  specifications 
common  to  the  building  trades.  Development  of  proficiency  in 
making  three  view  and  pictorial  sketches.  Prerequisite:  None 

ENC  1112  Communication  Skills  4  0  0  4 

Designed  to  promote  effective  communication  through  correct 
language  usage  in  speaking  and  writing.  Prerequisite:  ENC  1111 


FOURTH  QUARTER 

ELC  1115  DC  and  AC  Machines  and  Controls  II  2  6  0  5 

The  basic  concepts  of  AC  and  DC  machines  and  simple  system 
controls.  An  introduction  to  the  type  control  used  in  small  ap¬ 
pliances  such  as:  thermostats,  timers  or  sequencing  switches, 
Prerequisite:  ELC  1112,  MAT  1115 

PHY  1112  Applied  Science  4  4  0  6 

A  study  of  electricity,  magnetism,  sound  and  light.  Prerequisite: 
PHY  1111 

FIFTH  QUARTER 

ELC  1124  Residential  Wiring  I  10  6  3 

Provides  instruction  and  application  in  the  fundamentals  of 
blueprint  reading,  planning,  layout,  and  installation  of  wiring  in 
residential  applications  such  as:  services,  switchboards,  light¬ 
ing,  fusing,  wire  sizes,  branch  circuits,  conduits,  National  Elec¬ 
trical  Code  regulations  in  actual  building  mock-ups.  Pre¬ 
requisites:  ELC  1113,  DFT  1110 

ELN  1118  Industrial  Electronics  3  6  0  6 

Basic  theory,  operating  characteristics,  and  application  of 
vacuum  tubes  such  as:  diodes,  triodes,  tetrodes,  pentodes,  and 
gaseous  control  tubes.  An  introduction  to  amplifiers  using 
triodes,  power  supplies  using  diodes,  and  other  basic  applica¬ 
tions.  Prerequisite:  ELC  1113 
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SIXTH  QUARTER 

ELC  1125  Residential  Wiring  II 


4  0  6  6 


A  continuation  of  ELC  1124  with  coverage  of  special  purpose 
outlets,  such  as  heating  units,  pumps,  dryers,  appliances,  and 
electric  heating.  Prerequisite:  ELC  1124 


PSY  1111  Human  Relations  4  0  0  4 

A  study  of  basic  principles  of  human  behavior.  The  problems 
of  the  individual  are  studied  in  relation  to  society,  group  mem¬ 
bership,  and  relationship  within  the  work  situation.  Prerequi¬ 
site:  None 


DFT  1113  Blueprint  Reading  (Electrical)  0  2  0  1 

Interpretation  of  schematics,  diagrams  and  blueprints  applic¬ 
able  to  electrical  installations  with  emphasis  on  electrical 
plans  for  domestic  and  commercial  buildings.  Sketching 
schematics,  diagrams,  and  electrical  plans  for  electrical  in¬ 
stallations  using  appropriate  symbols  and  notes  according  to 
the  applicable  codes  will  be  a  part  of  this  course.  Prere¬ 
quisite:  DFT  1110 


SEVENTH  QUARTER 

ELC  1125  Commercial  Wiring  10  6  3 

Layout,  planning,  and  installation  of  wiring  systems  in  com¬ 
mercial  complexes  with  emphasis  on  blueprint  reading,  NEC, 
conduit  preparation,  and  installation  of  simple  systems.  Pre¬ 
requisite:  ELC  1125 


ELN  1119  Industrial  Electronics  3  6  0  6 

Basic  industrial  electronic  systems  such  as:  motor  controls, 
alarm  systems,  heating  systems  and  controls,  magnetic  amplifier 
controls,  welding  control  systems  using  thyratron  types,  and 
other  basic  types  of  systems  commonly  found  in  most  indus¬ 
tries.  Prerequisite:  ELN  1118 


EIGHTH  QUARTER 

ELC  1127  Industrial  Wiring  6  0  6  8 

A  course  emphasing  recommended  practices,  code  require¬ 
ments,  plans,  site  work,  unit  substation,  feeder  bust  systems, 
panelboards,  motors  and  controllers,  ventilation  facilities  and 
systems  protection.  Prerequisite:  ELC  1126 


BUS  1103  Small  Business  Operations  4  0  0  4 

An  introduction  to  the  business  world  problems  of  small  busi¬ 
ness  operation,  basic  business  law,  business  forms  and  records, 
financial  problems,  ordering  and  inventorying,  layout  of  equip¬ 
ment  and  offices,  methods  of  improving  business,  and  employ¬ 
er-employee  relations.  Prerequisite:  None 


COURSE  DESCRIPTIONS/ELECTRICAL  INSTALLATION 

AND  MAINTENANCE 


programs  of  study/industrial  electronics 
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INDUSTRIAL  ELECTRONICS 

Diploma 

With  the  rapid  increase  in  the  use  of  electronic 
equipment  there  is  a  growing  need  for  electronics 
technicians  who  may  want  to  seek  employment  in 
the  industries  where  this  equipment  is  produced. 
Graduates  of  this  program  will  be  qualified  for  vari¬ 
ous  skilled  technical  jobs  in  the  production  of  elec¬ 
tronics  components  and  equipment. 

This  program  also  provides  opportunities  for  stu¬ 
dents  who  are  interested  in  electronic  servicing 
to  develop  knowledge  and  skills  in  the  installation, 
maintenance  and  servicing  of  radios,  television  and 
sound  amplification  systems. 

Other  graduates  may  service  radar,  sonar,  com¬ 
munication  equipment,  industrial  and  medical 
control  devices,  electronic  computers  and  various 
other  electronic  equipment. 

Employment  opportunities  include: 

Computer  Serviceman 

Engineering  Aide 

Radio-TV  Repairman 

Production  Technician 

Laboratory  Technician 

Stereo-Home  Entertainment 
Equipment  Repairman 

Production  Repairer 

Electronics  Tester 


INDUSTRIAL 

ELECTRONICS 

Suggested  Curriculum 
by  Quarters 


Hrs. 

Qtr. 

Per 

Wk. 

Hrs. 

Course  Title 

Class 

Lab 

Cr. 

FIRST  QUARTER 

MAT  1101  Fundamentals  of  Mathematics  I 
ENC  1101  Reading  Comprehension 
ELC  1101  Basic  Electricity 


5  0  5 

2  0  2 
8  15  15 

15  15  22 


SECOND  QUARTER 

MAT  1102  Fundamentals  of  Mathematics  II  5  0  5 

ENC  1102  Communication  Skills  3  0  3 

PHY  1101  Applied  Science  (Power  &  Energy)  3  2  4 

ELN  1101  Electronics  I  5  12  11 

16  14  23 


THIRD  QUARTER 

MAT  1103  Technical  Mathematics  I  5  0  5 

PSY  1101  Human  Relations  3  0  3 

PHY  1102  Applied  Science  (Mag  Electricity)  3  2  4 

ELN  1102  Electronics  II  6  11  11 

13  23 


17 


FOURTH  QUARTER 


ELN 

1103 

Electronic  Servicing 

8 

14 

15 

M/\T 

1104 

Technical  Mathematics  II 

5 

0 

5 

ECO 

1100 

General  Economics 

3 

0 

3 

16 

14 

23 

FIFTH  QUARTER 

ENC 

1103 

Technical  Report  Writing 

3 

0 

3 

ELN 

1104 

Digital  Fundamentals 

8 

14 

15 

MAT 

1105 

Technical  Mathematics  III 

5 

0 

5 

16 

14 

23 

SIXTH  QUARTER 

ELN 

105 

Digital  Systems 

5 

15 

12 

PHY 

1103 

Applied  Science  (Light  &  Sound) 

3 

2 

4 

EDP 

1104 

Introduction  to  Data  Processing 

3 

2 

4 

11 

19 

20 

SEVENTH  QUARTER 

ELN 

1106 

Electromechanical  Devices 

5 

5 

7 

ELN 

1107 

Electronics  Project 

5 

12 

11 

ENC 

1004 

Oral  Communication 

3 

0 

3 

13 

17 

21 

TOTAL 

104 

106 

155 
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INDUSTRIAL  ELECTRONICS 


Course  Descriptions 


FIRST  QUARTER 

MAT  1101  Fundamentals  of  Mathematics  I 


i 

0 

c 


z 

U" 


5  0  5 


Analysis  of  basic  operations:  Addition,  subtraction,  multiplica¬ 
tion,  and  division  of  whole  numbers,  common  and  decimal 
fractions.  Other  topics  covered  include  measurement,  percent¬ 
age,  finance,  graphs  and  exponents  and  radicals,  applied  geom¬ 
etry,  and  applied  trigonometry.  Prerequisite:  None 


ENG  1101  Reading  Comprehension  2  0  2 

Designed  to  improve  the  student’s  ability  to  read  rapidly  and 
accurately  and  to  broaden  the  span  of  recognition,  to  increase 
eye  coordination  and  word  group  recognition  and  to  train  for 
comprehension  in  larger  units.  Prerequisite:  None 


ELC  1101  Basic  Electricity  8  15  15 

Study  of:  Voltage,  current,  and  resistance.  Ohm’s  Law,  Energy 
and  Power,  Series  and  Parallel  Circuits,  Use  of  Electric  Meters, 
DC  Circuit  Analysis,  and  Magnetic  Principles,  Alternating  Cur¬ 
rent,  Inductance,  Capacitance,  AC  Circuit  Analysis,  Impedance, 
Use  of  Oscilloscope,  Resonance,  Filters,  Phase-Shifting  Net¬ 
works. 


SECOND  QUARTER 

MAT  1102  Fundamentals  of  Mathematics  II  5  0  5 

A  study  of  fundamental  concepts  of  Algebra:  basic  operations 
of  additions,  subtraction,  multiplication,  and  division.  Other 
topics  include  powers  of  ten,  units  and  dimensions,  special 
products  and  factoring  algebraic  fractions,  fractional  equa¬ 
tions  and  simultaneous  equations.  Prerequisite:  MAT  1101 

ENG  1102  Communication  Skills  3  0  3 

Designed  to  promote  effective  communication  through  correct 
language  usage  in  speaking  and  writing.  Prerequisite:  ENG  1101 

PHY  1101  Applied  Science  3  2  4 

An  introduction  to  the  study  of  the  physical  states  of  matter,  the 
principles  upon  which  they  are  based,  and  their  applications  in 


everyday  affairs  and  in  industry.  Topics  in  this  course  include 
measurements,  a  study  of  the  laws  of  motion,  vectors,  work, 
energy,  power,  and  simple  machines.  Prerequisite:  None 

ELN  1101  Electronics  I  5  12  11 

Study  of:  diodes,  power  supplies,  dipolar  and  field  effect 
transistors,  amplifiers,  oscillators,  integrated  circuits,  tubes, 
biasing.  Prerequisite:  ELC  1101. 


THIRD  QUARTER 

MAT  1103  Technical  Mathematics  I  5  0  5 

A  continuation  of  MAT  1102.  Mathematics  related  to  the  elec¬ 
trical  field.  Topics  include  fundamental  concepts  and  opera¬ 
tions,  functions  and  graphs,  trigonometric  functions,  sys¬ 
tem  of  linear  equations  and  determinants,  factoring  and  frac¬ 
tions,  quadratic  equations,  and  vectors  and  oblique  triangles. 
Prerequisite:  MAT  1102 

PSY  1101  Human  Relations  3  0  3 

A  study  of  basic  principles  of  human  behavior.  The  problems  of 
the  individual  are  studied  in  relation  to  society,  group  member¬ 
ship,  and  relationships  within  the  work  situation.  Prerequisite. 
None 

PHY  1102  Applied  Science  3  2  4 

A  further  study  of  the  properties  of  materials,  heat,  light,  and 
sound.  Prerequisite:  PHY  1101 

ELN  1102  Electronics  II  6  11  11 

Study  of:  Feedback,  Transmitters  and  Receivers,  Modulation, 
Operational  Amplifiers,  Frequency  Effects,  Mixing,  Regulation, 
Special  Semiconductor  Devices,  Digital  Circuits.  Prerequisite. 
ELN  1101 


FOURTH  QUARTER 

ELN  1103  Electronic  Servicing 

Study  of:  black  and  white  and  color  television,  block  diagrams 
and  system  operation,  tube  circuits,  solid  state  circuits,  trouble 
shooting  procedures,  setup  and  alignment  procedures,  CRT 
installation  and  adjustment,  use  of  test  equipment,  develop¬ 
ment  of  skills  in  repair  of  consumer  electronic  equipment.  Use 
of  schematics  and  associated  trouble  shooting  aids.  Prerequi¬ 
site:  ELN  1101  &  1102 

MAT  1104  Technical  Mathematics  II  5  0  5 

Mathematics  related  to  the  electrical  field.  Topics  include 
graphs  of  the  trigonometric  functions,  exponents  and  radicals, 
the  j-operator,  logarithems,  additional  types  of  equations  and 
systems  of  equations,  equations  of  higher  degree,  inequalities, 
and  variation.  Prerequisite:  MAT  1103 

ECO  1101  General  Economics  3  0  3 

A  survey  course  of  elementary  economics  designed  for  non¬ 
business  students  who  plan  to  take  only  one  course  in  the  field. 
A  brief  treatment  of  the  production  and  distribution  of  wealth 
in  society,  money  and  banking,  the  organization  of  business, 
economic  security  and  maintaining  industrial  cooperation  be¬ 
tween  unions  and  management.  Prerequisite:  None 

FIFTH  QUARTER 

ENG  1103  Technical  Report  Writing  3  0  3 

This  course  is  designed  for  vocational  students  who  will  not 
often  be  faced  with  complex  writing  situations  during  their  pro¬ 
fessional  careers  but  who  need  the  necessary  tools  to  handle 
competently  any  technical  communication  with  which  they  will 
be  faced.  Methods  of  constructing  various  types  of  reports  and 
letters  are  presented.  Prerequisite:  None 

ELN  1104  Digital  Fundamentals  8  14  15 

Study  of:  number  systems,  codes,  logic  gates,  flip  flop,  counters, 
basic  arithmetic,  logic,  data  storage  devices,  memories,  D.A. 
convertors,  A.D.  convertors,  introduction  to  microprocessors. 
Prerequisite:  ELN  1103 


£  £ 


8  14  15 


Quarter  Hours  Credit 
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MAT  1105  Technical  Mathematics  III  5  0  5 

Mathematics  related  to  electrical  field.  Topics  include  plane 
analytic  geometry,  concept  of  the  derivative,  and  trigono¬ 
metric  identities.  Prerequisite:  MAT  1104 


SIXTH  QUARTER 

ELN  1105  Digital  Systems  5  15  12 

Study  of:  Logic  1C  families,  logic  functions,  interfaces,  com¬ 
puter  systems,  data  terminals,  peripheral  devices,  data  com¬ 
munications,  microprocessers,  mini  computer,  and  other 
microprocessor  based  systems.  Prerequisite:  ELN  1104 

PHY  1103  Applied  Science  3  2  4 

A  study  of  electricity,  magnetism,  the  generation  and  reception 
of  electromagnetic  waves,  the  atomic  theory,  and  modern 
physics.  Prerequisite:  PHY  1102 

EDP  1104  Introduction  to  Data  Processing  3  2  4 

Fundamental  concepts  and  operational  principles  of  data  pro¬ 
cessing  systems,  as  an  aid  in  developing  a  basic  knowledge  of 
computers,  prerequisite  to  the  detailed  study  of  particular  com¬ 
puter  problems.  Prerequisite:  None 


SEVENTH  QUARTER 

ELN  1106  Electromechanical  Devices  5  5  7 

Study  of  electrical  generators,  motors  and  controls,  relays, 
timers,  protection  devices,  power  system.  Prerequisite:  ELN 
1105 

ELN  1107  Electronics  Project  5  12  11 

A  course  which  allows  the  student  to  select  a  special  project,  ap¬ 
proved  by  instructor,  in  his  particular  area  of  interest.  The  stu¬ 
dent  in  consultation  with  instructor  will  compile  materials,  per¬ 
form  any  construction  and  testing  and  submit  report  on 
selected  project.  Prerequisite:  ELN  1106 

ENG  1004  Oral  Communications  3  0  3 

Study  of  basic  concepts  and  principles  of  oral  communications 
to  enable  the  student  to  communicate  with  others.  Emphasis 
is  placed  on  the  speaker’s  attitute,  improving  diction,  voice  and 
speaking  habits  and  to  produce  effective  oral  presentation.  Par¬ 
ticular  attention  given  to  conducting  meetings  and  interviews. 
Prerequisite:  ENG  1103 
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LIGHT  CONSTRUCTION 

Diploma 

Employment  opportunities  for  construction 
workers  are  expected  to  be  plentiful  through  the 
mid-1980’s.  Population  and  business  growth  will 
lead  to  a  demand  for  more  houses  and  business 
buildings.  The  main  purpose  of  this  program  is  to 

prepare  workers  for  the  expanding  building  trades 

industry.  Another  purpose  is  to  offer  specific  skill 
courses  for  individuals  who  do  not  plan  to  com¬ 
plete  the  entire  program.  A  basic  part  of  the  pro¬ 
gram  is  “hands-on”  experience  through  the  con¬ 
struction  of  a  residential  building  and  various  civic 
building  projects. 

The  structure  of  the  program  provides  the  fol¬ 
lowing  three  options: 

1.  Light  Construction  Program  (seven  quarters) 
—This  program  includes  carpentry,  masonry,  re¬ 
lated  construction  subjects,  energy-efficient  build¬ 
ing  techniques,  communications  skills,  small  busi¬ 
ness  operations  and  human  relations. 

2.  Carpentry  (four  quarters)— Framing  and  fin¬ 
ish  carpentry,  structural  design  and  energy  effici¬ 
ent  building  techniques  are  covered  in  this  pro¬ 
gram.  It  also  includes  related  courses  in  communi¬ 
cations,  human  relations  and  math. 

3.  Masonry  (four  quarters) — The  use  of  blocks, 
bricks,  stone  and  concrete  in  various  structures  is 
taught  in  this  program.  Energy  efficient  building 
techniques  and  related  courses  in  math,  human 
relations  and  communication  skills  are  also  in¬ 
cluded. 


Employment  opportunities  depend  on  the  indi¬ 
viduals  abilities  and  interests  and  include. 
Carpenter’s  Assistant  Lead  Mason 

Mason’s  Assistant  Maintenance  Person 

Frame  Carpenter  Assistant  Job  Foreman 

Finish  Carpenter 


LIGHT  CONSTRUCTION 


Suggested  Curriculum 
by  Quarters 


Qfr. 

Hrs.  Per  Wk.  Hrs. 
Course  Title  Class  Lab  Shop  Cr. 


FIRST  QUARTER 


CON  1101 

Construction  1 

6 

0 

9 

9 

BPR  1101 

Blueprint  Reading  1 

2 

6 

0 

5 

ENG  1101 

Reading  Improvement 

2 

0 

0 

2 

MAT  1101 

Fundamentals  of  Math 

5 

0 

0 

5 

15 

6 

9 

21 

SECOND  QUARTER 

CON  1102 

Construction  II 

5 

0 

15 

10 

MAT  1120 

Construction  Math 

5 

0 

0 

5 

PHY  1101 

Applied  Science 

3 

2 

0 

4 

13 

2 

15 

19 

THIRD  QUARTER 

CON  1103 

Construction  III 

6 

0 

16 

11 

ENG  1102 

Communication  Skills 

3 

0 

0 

3 

PHY  1103 

Properties  of  Matter 

3 

2 

0 

4 

12 

2 

16 

18 

FOURTH  QUARTER 

CAR  1103 

Carpentry  III 

6 

0 

15 

11 

PSY  1101 

Human  Relations 

3 

0 

0 

3 

BPR  1102 

Blueprint  Reading  II 

3 

3 

0 

4 

12 

3 

15 

18 

FIFTH  QUARTER 

CAR  1124 

Finishing  Carpentry 

4 

0 

20 

10 

Elective  (6  Contact  Hours)  (Hours  vary — see  course 

descriptions) 


85 


SIXTH  QUARTER 

MAS  1103  Masonry  III  6  0  15  11 

BUS  1103  Small  Business  Operations  3  0  0  3 

Elective  (6  Contact  Hours)  (Hours  vary — see  course 

descriptions) 

SEVENTH  QUARTER 

MAS  1124  Finishing  Masonry  4  0  20  10 

Elective  (6  Contact  Hours)  (Hours  vary — see  course 

descriptions) 

Minimum  Total  Credit  Hours  for  Graduation  121 


CARPENTRY  OPTION 


FIRST  QUARTER 


CON 

1101 

Construction  1 

6 

0 

9 

9 

BPR 

1101 

Blueprint  Reading  1 

2 

6 

0 

5 

ENG 

1101 

Reading  Improvement 

2 

0 

0 

2 

MAT 

1101 

Fundamentals  of  Math 

5 

0 

0 

5 

15 

6 

9 

21 

SECOND  QUARTER 

CAR 

1101 

Carpentry  1 

5 

0 

15 

10 

MAT 

1120 

Construction  Math 

5 

0 

0 

5 

PHY 

1101 

Applied  Science 

3 

2 

0 

4 

13 

2 

15 

19 

THIRD  QUARTER 

CAR 

1102 

Carpentry  II 

6 

0 

16 

11 

ENG 

1102 

Communication  Skills 

3 

0 

0 

3 

PHY 

1103 

Properties  of  Matter 

3 

2 

0 

4 

12 

2 

16 

18 

FOURTH 

QUARTER 

CAR 

1103 

Carpentry  III 

6 

0 

15 

11 

PSY 

1101 

Human  Relations 

3 

0 

0 

3 

BPR 

1102 

Blueprint  Reading  II 

3 

3 

0 

4 

12  3  15  18 


52  13  55  76 


TOTAL 
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MASONRY  OPTION 


Course  Title 

FIRST  QUARTER 

CON  1101  Construction  I 
BPR  1101  Blueprint  Reading  I 
ENG  1101  Reading  Improvement 
MAT  1101  Fundamentals  of  Math 


Qtr. 

Hrs.  Per  Wk.  Hrs. 
Class  Lab  Shop  Cr. 


6  0  9  9 
2  6  0  5 
2  0  0  2 
5  0  0  5 
15  6  9  21 


SECOND  QUARTER 


MAS  1101 
MAT  1120 
PHY  1101 


Masonry  I 
Construction  Math 
Applied  Science 


5  0  15  10 

5  0  0  5 

3  2  0  4 

13  2  15  19 


THIRD  QUARTER 

MAS  1102  Masonry  II 

6 

0 

16 

11 

ENG  1102  Communication  Skills 

3 

0 

0 

3 

PHY  1103  Properties  of  Matter 

3 

2 

0 

4 

12 

2 

16 

18 

FOURTH  QUARTER 

MAS  1103  Masonry  III 

6 

0 

15 

11 

PSY  1101  Human  Relations 

3 

0 

0 

3 

BPR  1102  Blueprint  Reading  II 

3 

3 

0 

4 

12 

3 

15 

18 

TOTAL 

52 

13 

55 

76 

LIGHT  CONSTRUCTION, 
CARPENTRY  AND 
MASONRY 


FIRST  QUARTER 

CON  1101  Construction  I 

This  basic  course  for  all  students  in  the  Light  Construction  pro¬ 
gram  deals  with  the  terminology  of  the  construction  industry, 
job  safety,  materials  used  in  construction,  tool  use  and  identifi¬ 
cation,  basic  structural  design,  building  layout,  general  founda¬ 
tion  design,  and  measurement  techniques. 

BPR  1101  Blueprint  Reading  I  2  6  0  5 

A  combined  course  of  blueprint  reading  and  quantitative  esti¬ 
mating.  The  course  is  designed  to  familarize  the  student  with 
the  techniques  used  by  the  architect  in  drawing  the  prints,  the 
reading  of  the  prints,  the  methods  of  quantity  take-off,  and  the 
use  of  the  scale. 

ENG  1101  Reading  Improvement  2  0  0  2 

Designed  to  improve  the  student’s  ability  to  read  rapidly  and 
accurately.  Special  machines  are  used  for  class  drill  to  broaden 
the  span  of  recognition,  to  increase  eye  coordination  and  word 
group  recognition  and  to  train  for  comprehension  in  larger 
units. 

MAT  1101  Fundamentals  of  Math  5  0  0  5 

Analysis  of  basic  operations:  Addition,  subtraction,  multipli¬ 
cation,  and  division  of  whole  numbers,  common  and  decimal 
fractions.  Other  topics  covered  include  measurement,  per¬ 
centages,  finance,  graphs  and  exponents  and  radicals,  applied 
geometry,  and  applied  trigonometry. 

SECOND  QUARTER 

CON  1102  Construction  II  (Light  5  0  15  10 

Construction) 

A  continuation  of  CON  1101  with  continued  emphasison  safety, 
tool  maintenance,  structural  design,  practical  blueprint  read¬ 
ing  specific  properties  of  materials,  footing  layout,  and  shop 
practice.  This  course  combines  the  basics  of  carpentry  and 
masonry  with  the  aforementioned  subject  material.  Prerequi¬ 
site:  CON  1101 
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CAR  1101  Carpentry  I  5  0  15  10 

(Carpentry  Curriculum) 

A  basic  carpentry  course  dealing  with  the  history  of  carpentry, 
basic  principles  of  carpentry,  tool  use  maintenance,  shop  safety 
practices,  measurement,  jointery,  and  material  use. 

MAS  1101  Masonry  I  (Masonry  Curriculum)  5  0  15  10 

The  basic  masonry  course  dealing  with  history,  materials  and 
their  manufacture,  tool  use,  structural  application,  and  basic 
masonry  practice  in  the  shop. 

MAT  1120  Construction  Math  5  0  0  5 

Review  of  fundamental  operations  with  whole  numbers  and 
fractions.  Indepth  study  is  given  on  the  following  topics:  Mea¬ 
surement,  ratio  and  proportion,  powers  and  roots,  computed 
measurement,  and  construction  estimating.  Prerequisite: 
MAT  1101 

PHY  1101  Applied  Science  3  2  0  4 

An  introduction  to  the  study  of  the  physical  states  of  matter, 
the  principles  upon  which  they  are  based,  and  their  applications 
in  everyday  affairs  and  in  industry.  Topics  in  this  course  include 
measurements  in  both  English  and  Metric  Systems;  properties 
of  solids,  liquids,  and  gases;  heat,  light,  and  basic  electricity. 

THIRD  QUARTER 

CON  1103  Construction  III  6  0  16  11 

(Light  Construction) 

A  continuation  of  the  construction  series  with  emphasis  on  site 
preparation,  leveling,  grade  work,  planning  the  job,  estimating 
materials,  and  a  working  knowledge  of  the  legal  requirements 
i.e.,  permits,  septic  tank  location,  electrical  service  (temporary), 
and  lot  boundary  determinations.  There  is  also  continued 
development  of  carpentry  and  masonry  skills.  Prerequisite: 
CON  1101  &  1102 

CAR  1102  Carpentry  II  (Carpentry  Curriculum)  6  0  16  11 

A  continuation  of  CAR  1101  with  emphasis  on  safety,  efficient 
materials  utilization,  maintenance,  framing  techniques,  and  job 
planning.  Prerequisite:  CAR  1101 

MAS  1102  Masonry  II  (Masonry  Curriculum)  6  0  16  11 

A  continuation  of  MAS  1101  with  emphasis  on  corner  work, 
lead  masonry,  layout,  the  various  bond  techniques,  and  plan¬ 
ning.  Prerequisite:  MAS  1101 
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ENG  1102  Communication  Skills  3  0  0  3 

Designed  to  promote  effective  communication  through  correct 
language  usage  in  speaking  and  writing.  Prerequisite:  ENG  1101 

PHY  1103  Physics— Properties  of  Matter  3  2  0  4 

An  introduction  to  the  study  of  the  physical  states  of  matter,  the 
principles  upon  which  they  are  based,  and  their  applications, 
particularly  to  the  building  trades.  Topics  include  measure¬ 
ments  (both  English  and  Metric);  properties  of  solids,  liquids, 
and  gasses;  heat  and  basic  electrical  theory.  Prerequisite:  PHY 
1101 


FOURTH  QUARTER 

CAR  1103  Carpentry  III  6  0  15  11 

A  continuation  of  the  carpentry  series  dealing  with  finishing 
tools,  techniques,  and  materials.  Prerequisite:  CAR  1101,  1102 
(Light  Construction  and  Carpentry  Curriculum) 

MAS  1103  Masonry  III  (Masonry  Curriculum)  6  0  15  11 

A  continuation  of  the  masonry  series  dealing  with  finishing 
work,  cleaning,  decorative  applications,  rock  and  stone  work, 
tile,  story  work,  fireplaces,  and  special  techniques.  Prerequi¬ 
site:  MAS  1101  &  1102 

PSY  1101  Human  Relations  3  0  0  3 

A  study  of  basic  principles  of  human  behavior.  The  problems  of 
the  individual  are  studied  in  relation  to  society,  group  member¬ 
ship,  and  relationships  within  the  work  situation.  Prerequisite: 
None 

BPR  1102  Blueprint  Reading  II  3  3  0  4 

A  continuation  of  BPR  1101  with  added  emphasis  on  sketching 
and  print  alteration.  A  major  portion  of  the  course  will  be  de¬ 
voted  to  study  of  the  building  codes  applicable  in  the  area.  Pre¬ 
requisite:  BPR  1101 


FIFTH  QUARTER  (Light  Construction  Curriculum 
Only) 

CAR  1124  Finishing  Carpentry  4  0  20  10 

An  advanced  carpentry  course  with  emphasis  on  management 
techniques,  planning,  estimating,  tool  maintenance,  tool  pro¬ 
curement,  and  special  construction  techniques. 


ELECTIVE 

SIXTH  QUARTER  (Light  Construction  Curriculum 
Only) 

MAS  1103  Masonry  III  6  0  15  11 

A  continuation  of  the  masonry  series  dealing  with  finishing 
work,  cleaning,  decorative  applications,  rock  and  stone  work, 
tile,  story  work,  fireplaces,  and  special  techniques, 

BUS  1103  Small  Business  Operations  3  0  0  3 

An  introduction  to  the  business  world,  problems  of  small 
business  operation,  basic  business  law,  business  forms  and 
records,  financial  problems,  ordering  and  inventorying,  layout 
of  equipment  and  offices,  methods  of  improving  business,  and 
employer-employee  relations.  Prerequisite:  None 


ELECTIVE 

SEVENTH  QUARTER  (Light  Construction 
Curriculum  Only) 

MAS  1124  Finishing  Masonry  4  0  20  11 

Advanced  masonry  with  special  emphasis  on  management 
techniques,  planning,  estimating,  tool  maintenance  and  pro¬ 
curement,  and  special  techniques. 


ELECTIVES  (Light  Construction  Curriculum) 

CAR  1003  Insulation  3  0  3  4 

A  special  course  in  insulation  and  design  techniques  with 
emphasis  on  types  and  properties  of  insulation  and  the  installa¬ 
tion  of  them. 


CAR  1004  Home  Planning 


4  2  0  5 


A  short  course  dealing  with  architectural  principles  of  traffic, 
family  needs,  space  utilization,  alternate  housing  styles,  the 
relation  of  the  home  to  the  location,  and  special  emphasis  on 
the  current  ideas  of  energy  efficiency. 

CAR  1005  Woodworking  2  0  4  3 

A  basic  shop  course  with  wood  finishing  and  joinery  tech¬ 
niques.  The  course  will  be  directed  toward  the  hobby  and  craft 
aspect  of  carpentry. 

CAR  1006  Home  Maintenance  3  0  3  4 

A  special  course  dealing  with  elementary  plumbing  and  electri¬ 
cal  maintenance,  the  use  of  carpentry  and  masonry  in  basic 
house  upkeep,  and  a  study  of  the  materials  available  for 
remodeling  and  repair. 

CAR  1007  Building  Economics  4  2  0  5 

A  course  relating  to  planning  with  tool  costs,  labor  costs  and 
methods,  material  utilization,  long-term  maintenance  versus 
initial  cost,  and  labor  versus  material  cost.  This  course  is 
designed  to  provide  the  student  with  an  usable  knowledge  of 
the  economics  aspects  of  modern  construction. 

Note:  Prerequisites  may  be  waived  under  certain  conditions 
upon  approval  of  instructor. 

Due  to  availability  of  projects  and  other  outside  factors,  such  as 
weather,  there  will  be  times  that  students  will  be  required  to 
carry  out  projects  not  directly  related  to  the  specific  course  of 
study  at  that  time. 
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NURSING  EDUCATION  OPTIONS 


Level  I 
Diploma 

The  demand  for  health  care  services  in  this 
country  is  expected  to  increase  rapidly  in  future 
years.  As  a  vital  part  of  the  health  care  team,  the 
number  of  nurses  employed  is  expected  to  con¬ 
tinue  to  increase. 

This  program  is  designed  to  prepare  men  and 
women  for  employment  in  health  occupations 
involving  the  prevention  of  illness,  care  of  the  sick 
and  in  rehabilitation.  The  program  involves  formal 
classroom  study  along  with  practical  experiences  in 
the  care  of  adults,  children,  new  mothers  and 
babies. 

Graduates  of  this  program  are  eligible  to  take  the 
practical  nurse  licensing  examination  given  by  the 
N.  C.  Board  of  Nursing. 

Graduates  may  also  choose  to  apply  for  transfer 
to  Level  II  of  Nursing  Education  Options,  leading  to 
the  Associate  Degree  and  licensure  as  a  registered 
nurse.  A  list  of  schools  offering  Level  II  is  available 
in  the  Student  Services  Office. 

Because  of  limited  enrollment,  applications 
should  be  made  early,  preferably  by  January  1.  New 
students  are  admitted  in  fall  term  only. 

Employment  opportunities  include  positions 
found  in  the  following  organizations. 

Hospitals 
Nursing  Homes 
Doctor's  Offices 
Clinics 

Public  Health  Agencies 


NURSING  EDUCATION 
Level  I 

Suggested  Curriculum 
by  Quarters 


Hrs.  Qtr. 

Per  Wk.  Hrs. 

Course  Title  Class  Lab.  Cr. 

FIRST  QUARTER 


NUR 

1101 

Fundamentals  of  Nursing 

6 

6 

9 

NUR 

1102 

Nutrition 

3 

0 

3 

SCI 

1101 

Basic  Life  Sciences 

6 

2 

7 

ENG 

101 

Grammar 

3 

0 

3 

PSY 

101 

General  Psychology 

3 

0 

3 

MAT 

101 

Mathematics  of  Drugs 

3 

0 

3 

24 

8 

28 

SECOND 

QUARTER 

NUR 

1103 

Child  Health  Nursing 

4 

8 

9 

NUR 

1104 

Pharmacology 

3 

0 

3 

NUR 

1105 

Medical-Surgical  Nursing  1 

4 

8 

8 

PSY 

102 

Growth  and  Development 

5 

0 

5 

16 

16 

25 

THIRD  QUARTER 

NUR 

1106 

Medical-Surgical  Nursing  II 

9 

8 

13 

NUR 

1107 

Maternity  Nursing 

4 

8 

8 

soc 

103 

Sociology 

3 

0 

3 

16 

16 

24 

FOURTH  QUARTER 

NUR 

1108 

Medical-Surgical  Nursing  III 

8 

24 

20 

NUR 

1109 

Seminar 

2 

0 

2 

10 

24 

22 

TOTAL 

66 

64 

99 

All  courses  must  be  completed  in  sequence. 
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NURSING 

COURSE  DESCRIPTIONS 

FIRST  QUARTER 

NUR  1101  Fundamentals  of  Nursing 

Designed  as  the  foundation  of  all  subsequent  courses  in 
nursing.  Orients  the  student  to  nursing,  to  the  concept  of  well¬ 
ness,  to  the  patient,  and  his  environment.  Focuses  upon  princi¬ 
ples  and  techniques  needed  by  the  nurse  in  meeting  the  needs 
common  to  all  patients.  Presents  principles  of  body  mechanics, 
medical  and  surgical  asepsis,  and  other  supplementary  nursing 
functions.  Nursing  care  planning,  recording,  observing,  and 
communicating  skills  are  introduced.  Although  the  emphasis  is 
on  care  of  the  patient's  environment,  daily  hygenic  needs  of  the 
patient  and  total  patient  care,  the  student  is  taught  to  approach 
the  patient  as  a  person  with  psychological,  social,  and  physical 
needs.  The  learning  proceeds  from  the  simple  to  the  more  com¬ 
plex  situation.  Safe  nursing  procedures  are  emphasized 
throughout.  The  learning  center,  nursing  laboratory,  and  local 
hospital  are  used  for  directed  clinical  practices  for  the  develop¬ 
ment  of  skills  and  techniques  basic  to  the  care  of  all  patients. 

NUR  1102  Nutrition  3  0  3 

Present  practical  study  of  nutrients,  how  they  are  used  by  the 
body,  sources  and  types  of  food  necessary  for  the  balanced  diet 
in  development  and  ethnic  variations.  Physiological  processes 
of  digestion,  absorption,  and  metabolism  are  discussed.  An 
introduction  to  the  most  commonly  used  hospital  diets  is  in¬ 
cluded. 

SCI  1101  Basic  Life  Science  6  2  7 

A  study  of  the  normal  structure  and  related  functioning  of  the 
human  body  with  man  identified  as  a  living  organism  composed 
of  living  cells,  tissues,  organs,  and  systems.  The  normal  body  is 
studied  as  a  basis  for  understanding  variations  from  the  normal 
and  man’s  need  to  maintain  hemeostasis.  Included  are  the 
skeletal,  muscular,  digestive,  circulatory,  respiratory,  urinary, 
reproductive,  endocrine,  integumentary  and  nervous  systems, 
and  the  special  sense  organs.  Elementary  principles  and  con¬ 
cepts  of  chemistry,  microbiology,  and  physics  are  presented 
with  the  emphasis  on  the  application  of  the  normal  human 
body.  Encompasses  bacterial  anatomy,  physiology,  and  stu¬ 
dent’s  learning  of  body  structure  and  function. 


PROGRAMS  OF  STUDY/NURSING  EDUCATION 


COURSE  descriptions/nursing  education 


92 


o 

A 

Q- 


Eng  101  Grammar  3 

A  study  of  basic  structures  with  practice  in  composing  simple, 
compound,  complex,  and  complex-compound  sentences. 
Stress  is  put  on  standard  usage  and  punctuation. 


PSY  101  Introduction  to  Psychology  3  0  J 

A  study  of  the  fundamental  principles  of  human  behavior. 

MAT  101  Mathematics  of  Drugs  3  0  3 

Review  of  Basic  math.  Conversion  between  the  metric,  apothe¬ 
caries  and  household  systems  of  measurement.  Computation  of 
dosage  problems  for  adults  and  children  is  emphasized. 


SECOND  QUARTER 

NUR  1103  Child  Health  Nursing  5  8  9 

This  course  is  designed  to  provide  opportunities  for  students  to 
acquire  the  knowledge,  understanding,  and  skills  needed  tor 
rendering  safe  and  effective  nursing  care  of  children  and  in¬ 
fants.  Classroom  instruction  provides  the  background  essentia 
for  planned  clinical  experiences  centered  around  analysis  of 
nursing  needs  and  formulation  of  a  nursing  care  plan  to  meet 
individual  patient  needs. 

NUR  1104  Pharmacology  3  0  3 

An  overview  of  the  scope  and  dynamics  of  Pharmacology  and  its 
implications  and  twentieth  century  medicine  is  presented  Em¬ 
phasis  is  placed  on  the  general  classifications,  action,  and  effects 
of  the  therapeutic  agents.  The  nurses’  responsibilities  in  rela¬ 
tion  to  drug  therapy  is  discussed.  Instruction  is  given  in  comput¬ 
ing  drug  dosages  and  solutions  according  to  the  metric, 
apothecary,  and  household  systems.  Sessions  are  structured  to 
provide  the  student  with  experience  in  computing  drug 
dosages  and  administering  medications. 

NUR  1105  Medical-Surgical  Nursing  1  4  8  8 

The  study  of  disease/disorder  by  body  systems,  covers  etiology, 
diagnosis,  treatment,  and  nursing.  Communicable  diseases  of 
the  adult  as  well  as  disaster  and  emergency  nursing  are  in¬ 


cluded.  Patient  teaching  and  rehabilitation  are  stressed  as  in¬ 
trinsic  aspects  of  the  nursing  process.  Application  of  the  21 
Nursing  Problems,  as  presented  by  Abdullah  is  stressed  as 
guides  to  nursing  care.  Objective  centered  clinical  learning  ses¬ 
sions  are  planned  on  medical-surgical  units  of  the  local  hospi¬ 
tal,  with  additional  learning  experiences  planned  in  the  emer¬ 
gency  room,  operating  room,  recovery  room,  inhalation 
therapy,  intensive  care  unit,  and  physiotherapy.  Functioning  as 
a  member  of  the  nursing  team,  with  team  member  responsibili¬ 
ties  in  the  fourth  quarter,  and  the  utilization  of  all  health  team 
members  to  promote  and  achieve  total  patient  care  are 
important  aspects  of  this  experience. 

Conferences  are  planned  based  on  hypothetical  situations 
relevant  to  theory  being  studied. 

PSY  102  Human  Growth  and  Development  5  0  5 

A  study  of  the  development  of  social,  emotional  and  intellec¬ 
tual  behavior  from  conception  through  adulthood  with  major 
stress  on  the  period  from  early  childhood  through  adolescence. 
Prerequisite:  PSY  101 

THIRD  QUARTER 

NUR  1106  Medical-Surgical  Nursing  II  9  8  13 

A  continuation  of  NUR  1105. 

NUR  1107  Maternity  Nursing  4  8  8 

Presents  the  physiology  and  nursing  care  of  the  woman  during 
normal  antepartum,  labor,  delivery,  and  postpartum  with  a 
survey  of  possible  complications  and  the  needs  of  the  normal 
newborn.  Objective  centered  clinical  practice  sessions  will  be 
planned  using  the  obstetrical  units  of  the  local  hospital  and 
selected  patients.  Development  of  patient  care  plans  is  to  be 
emphasized.  Observations  of  labor  and  delivery  are  provided, 
and  experiences  in  selected  clinics  are  planned  to  stress  t  e 
scope  of  maternity  nursing. 

SOC  103  Introduction  to  Sociology  3  0  3 

A  study  of  social  relations,  social  institutions,  social  processes, 
and  their  ramifications.  An  analysis  of  culture,  communication, 
mobility,  social  control,  and  other  sociological  concepts. 

FOURTH  QUARTER 

NUR  1108  Medical-Surgical  Nursing  III  8  24  20 


A  continuation  of  NUR  1106. 
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NUR  1109  Seminar 


?  p-  a 


s  ? 


2  0  2 


Comprehensive  presentation  of  the  nurse’s  legal  and  ethical 
responsibilities,  nursing  organizations,  and  job  opportunities 
stresses  importance  of  continued  education.  Discusses  the 
Nurse  Practice  Act  of  North  Carolina  and  other  states.  For  those 
students  electing  to  write  the  State  Board  of  Nursing  Licensing 
Examination  for  Practical  Nurses,  applications  will  be 
completed  and  submitted  at  the  end  of  this  course.  An  orienta¬ 
tion  for  the  responsibilities  of  registered  nurses,  history  of  tech¬ 
nical  nursing  and  the  role  of  the  technical  nurse  is  given. 
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SMALL  ENGINE  AND  EQUIPMENT 
REPAIR 

Diploma 

(Evening  Program) 


The  purpose  of  this  program  is  to  develop  the 
basic  knowledge  and  skills  necessary  for  employ¬ 
ment  as  a  small  engine  repairman  or  for  personal 

use. 

Topics  covered  in  this  program  include:  proper 
use  of  tools,  test  equipment  and  manuals,  main¬ 
tenance  and  repair  of  small  engines  and  reading 

schematics  and  diagrams. 

Manual  skills  in  servicing  and  repairing  small 
engines  is  developed  in  the  shop.  An  understand¬ 
ing  of  the  theory  and  operating  principles  of 
various  engines  is  taught  in  the  classroom. 

Small  engines  included  in  these  studies  are  used 
in  lawn  mowers,  boats,  chain  saws,  garden  tractors, 
generator  sets  and  small  motorcycles  and  other 
similar  machines. 

Employment  opportunities  are  found  in: 

Repair  Shops 

Hardware  Stores 
Motorcycle  Shops 
Lawn  &  Garden  Centers 


SMALL  ENGINES  AND 
EQUIPMENT  REPAIR 

Suggested  Curriculum 
by  Quarters 


Hrs. 

Qtr. 

Per 

Wk. 

Hrs. 

Course  Title 

FIRST  QUARTER 

Class 

Lab 

Cr. 

MEC  1101  Small  Engine  Repair 

4 

10 

7 

ENG  1101  Reading  Improvement 

2 

0 

2 

SECOND  QUARTER 

6 

10 

9 

MEC  1102  Small  Engine  Fuel  and  Electric 

System  Repair 

4 

9 

7 

MAT  1010  Practical  Mathematics 

3 

0 

3 

— 

— 

— 

THIRD  QUARTER 

MEC  1103  Small  Engine  and  Equipment 

7 

9 

10 

Service  and  Repair  Procedures 

5 

12 

9 

FOURTH  QUARTER 

PME  1104  Motor  Cycle  Mechanics 

MAT  1115  Fundamental  of  Conversion 

4 

9 

7 

to  Metric  System 

1 

2 

2 

— 

— 

— 

5 

11 

9 

TOTAL 

23 

42 

37 
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FIRST  QUARTER 

MEC  1101  Small  Engine  Repair  4  10  7 

This  course  is  a  detailed  study  of  the  two  and  four  cycle  single 
cylinder  engine.  It  includes  a  study  of  the  internal  combustion 
engine  theory,  basic  designs,  and  applications  of  the  single 
cylinder  engine.  Proper  use  of  tools  and  repair  equipment  will 
be  taught.  Live-project  models  will  be  used  in  shop  practice  for 
trouble  diagnosis  and  repair  procedures.  Related  schematic 
interpretation  will  be  taught  during  this  course. 

ENG  1101  Reading  Improvement  2  0  2 

Designed  to  improve  the  student’s  ability  to  read  rapidly  and 
accurately.  Class  drill  is  used  to  broaden  the  span  of 
recognition,  to  increase  eye  coordination  and  work  group 
recognition  and  to  train  for  comprehension  in  larger  units. 
Emphasis  is  placed  on  reading  comprehension.  Prerequisite: 
None 

SECOND  QUARTER 

MEC  1102  Small  Engine  Fuel  and  Electric 

System  Repair  4  9  7 

Carburetion  principles,  design  and  application  will  be  studied 
in  depth.  Ignition  systems,  magnets  and  battery;  electrical  ac¬ 
cessories,  alternators  and  starters  for  small  engines  will  be 
studied  in  detail.  Trouble  diagnosis  and  repair  procedures  will 
be  broadened  in  scope  as  related  to  MEC  1101. 


MAT  1010  Practical  Mathematics  3  0  3 

Study  of  the  basics  of  mathematics:  Addition,  subtraction, 
multiplication,  and  division  with  whole  numbers,  common  and 
decimal  fractions.  Students  will  be  introduced  and  instructed  in 
the  principles  of  math  in  their  particular  field  of  study. 
Prerequisite:  None 
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THIRD  QUARTER 

MEC  1103  Small  Engine  and  Equipment  Service 

and  Repair  Procedures  5  12  9 

Engine  and  equipment  overhaul  procedures  and  preventive 
maintenance  will  be  taught  in  this  course.  In  addition  to 
engines;  frame,  chasis  and  accessories  maintenance  and  repair 
procedures  will  be  taught.  Equipment  involved  would  be  lawn 
mowers,  garden  tractor,  tillers,  chain  saws  and  small  motor 

cycles. 


fourth  quarter 

PME  1104  Motor  Cycle  Mechanics  497 

Emphasis  will  be  placed  on  motor  cycle  tuning  and  engine 
repair.  Work  will  be  performed  on  a  live  model  basis  to  insure 
that  workmanship  quality  can  be  tested.  Practical  application 
will  be  the  integral  part  of  this  course. 

MAT  1115  Fundamentals  of  Conversion  to 
Metric  System 

Introduction  to  the  metric  system.  Topics  include  early  forms  of 
measurement,  basic  units  of  metric  measurement,  and 
calculation  of  length,  area,  mass,  volume,  density,  force 
weight  with  metric  units. 

NOTE:  A  certificate  is  given  for  completion  of  this  curriculum. 
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LEARNING  RESOURCES  CENTER/LIBRARY 
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THE  LEARNING  RESOURCES  CENTER 

The  Learning  Resources  Center  is  constantly 
working  toward  fulfilling  its  philosophy  and 
objectives  which  parallel  those  of  Mayland 
Technical  Institute  as  a  whole.  The  primary 
purpose  is  to  facilitate  the  learning  process  in 
whatever  ways  the  LRC  is  capable. 

The  Learning  Resources  Center  is  composed  of 
three  areas  of  specialization — library,  audiovisual, 
and  individualized  instruction  center  (learning 
lab).  It  offers  services  that  range  from 
individualized  instruction  to  providing  audiovisual 
equipment  to  providing  materials  and  information 
for  research  and  study.  Every  expansion, 
improvement,  or  growth  in  the  Learning  Resources 
Center  area  is  aimed  toward  service,  toward 
helping  students,  faculty,  and  the  public  at  large  in 
the  pursuit  of  education. 

LIBRARY 

The  library  provides  an  organized  and  accessible 
collection  of  materials  to  meet  the  needs  of  faculty, 
students,  and  community  users.  The  library  op¬ 
erates  from  8:00  A.M.  to  9:00  P.M.  Monday 
through  Thursday,  and  from  8:00  A.M.  to4:00  P.M. 
on  Friday.  Any  resident  (over  the  age  of  18  years)  of 
Avery,  Mitchell,  or  Yancey  County  can  borrow 
materials  from  the  library. 

The  Collection 

The  library  collection  is  composed  of  many 
forms  of  media  including  reference  books,  techni¬ 
cal  books,  fiction,  and  other  books  in  areas  of  in¬ 
terest  or  need,  magazines,  newspapers,  pamphlets, 
microfilm,  filmstrips,  film  loops,  transparencies, 
16mm  films,  and  cassettes.  New  materials  are  being 
added  continuously. 


Other  Services 

The  library  will  borrow  materials  it  does  notown 
on  interlibrary  loan  for  a  patron.  There  is  an 
extensive  collection  of  old  county  records  for 
Avery,  Mitchell,  and  Yancey  counties.  This  is  very 
useful  for  historical  and  genealogical  purposes. 
The  library  has  the  General  Statutes  of  North  Caro¬ 
lina  which  contain  general  laws  of  North  Carolina 
as  enacted  by  the  General  Assembly.  The  library 
also  has  the  most  current  Federal  Tax  Guides  and 
the  guide  for  State  and  Local  Taxes. 

Handbooks 

Library  handbooks  are  provided  to  faculty  and 
students  outlining  in  more  detail  the  LRC  and  its 
services.  A  directory  of  audiovisual  materials  is  also 
available. 

AUDIOVISUAL  DEPARTMENT 

The  audiovisual  department  distributes  and 
maintains  A-V  equipment  including  motion 
picture  projectors,  filmstrip  and  slide  projectors, 
tape  recorders,  and  other  equipment. 

Assistance  is  provided  in  the  production  of 
movies,  transparencies,  slides  and  recordings.  The 
coordinator  also  serves  as  school  photographer 
and  produces  black  and  white  prints. 

Some  graphic  arts  such  as  brochures  are  de¬ 
signed  by  this  department,  which  also  offers  assist¬ 
ance  in  design  of  the  yearbook  and  school  catalog. 

LEARNING  LABORATORY 

The  Learning  Laboratory  program  at  Mayland 
Technical  Institute  is  an  individual  study  situation 
in  which  a  person  may  study  many  subjects  at  what¬ 
ever  level  he  requires.  Programmed  materials  are 
used;  these  materials  present  the  information  to  be 
learned  in  small,  sequential  steps  which  move 
gradually  from  the  basic  and  easily  learned 


knowledge  to  the  more  difficult.  In  addition  to  the 
programmed  materials,  filmstrips,  cassette  tapes, 
and  other  audiovisual  media  are  used  which  make 
learning  both  easier  and  more  interesting. 

New  students  may  enroll  in  the  Lab  at  any  time 
during  the  year  and  may  attend  any  time  theirdaily 
schedule  permits.  The  Lab  operates  from  8:00  A.M. 
to  10:00  P.M.  Monday  through  Thursday,  and  from 
8:00  A.M.  to  4:00  P.M.  on  Friday.  A  coordinator  is 
always  available  during  these  hours  to  counsel  and 
assist  students.  There  is  no  fee  for  studying  in  the 
Lab. 

The  Learning  Laboratory  provides  the  following 
areas  of  study: 

1.  GED-High  School  Equivalency  Program 

2.  Adult  High  School  Diploma  Program 

3.  Developmental  Studies  Program 

4.  Programs  to  make  up  college  deficiencies 

5.  Review  program  for  high  school  subjects  in 
preparation  for  future  study 

6.  Program  for  supplementary  instruction  for 
curricula  of  MTI 


HUMAN  RESOURCES  DEVELOPMENT 
PROGRAM 

The  Human  Resources  Development  Program 
(HRD)  at  Mayland  Tech  is  designed  to  help  the 
unemployed  or  underemployed  adult  in  the  area 
obtain  and  keep  a  job.  Skill  training,  a  chance  to 
finish  high  school,  individual  counseling,  and  job 
survival  skills  are  part  of  the  training  program.  After 
completing  the  training,  there  is  a  one  year  period 
of  counseling  and  job  follow-up. 

Admission  Requirements 

Students  must  be  (1)  18yearsold;  (2)  be  classified 
as  either  (a)  disadvantaged,  (b)  unemployed  or,  (c) 
underemployed;  and  (3)  be  able  to  accept 
employment  or  further  training  upon  completion 


of  the  program.  For  further  information  regarding 
enrollment  or  financial  assistance  contact  the  HRD 
Director. 


99 


LEARNING  LAB/HUMAN  RESOURCES  DEVELOPMENT 
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CONTINUING  EDUCATION 


CONTINUING  EDUCATION/ADMISSIONS/FEES 
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CONTINUING  EDUCATION 
PROGRAMS 

Mayland  Technical  Institute  views  education  as  a 
continuing  process  and  accepts  the  responsibility 
of  providing  for  the  people  of  Mitchell,  Avery,  and 
Yancey  Counties  a  variety  of  courses  to  meet  their 
educational  needs  and  interests. 

Through  these  programs,  adults  of  the  area  may 
continue  learning  experiences  in  a  wide  variety  of 
fields,  vocational  and  cultural. 

GENERAL  INFORMATION 

Continuing  education  programs  are  offered  ac¬ 
cording  to  community  interest  and  need.  A  course 
may  be  organized  when  interest  is  expressed  by  a 
sufficient  number  of  people  in  a  particular  area. 
Mayland  Technical  Institute  cooperates  with  com¬ 
munity  organizations  and  agencies  such  as  schools, 
libraries,  civic  and  community  clubs,  religious 
groups,  and  business  and  industrial  groups  to 
provide  needed  educational  service.  Classes  are 
conducted  in  accordance  with  funds  available  to 
support  them. 

COURSE  DESCRIPTIONS 

Since  the  courses  offered  depend  upon  interest 
and  need,  no  detailed  course  descriptions  are 
given.  Only  examples  of  courses  that  may  be  of¬ 
fered  are  listed.  Announcements  of  courses  of¬ 
fered  are  made  through  local  newspapers  and 
radio  stations  prior  to  the  starting  date. 

CLASS  LOCATIONS 

The  location  of  each  class  is  determined  by  the 
convenience  of  the  students  and  the  availability  of 
facilities.  Classes  may  be  held  at  Mayland  Tech  or  in 
local  communities.  At  times,  classes  must  be 
scheduled  in  accordance  with  available  space. 


ADMISSION  AND  REGISTRATION 

Any  person  18  years  of  age  or  older  and  not 
presently  enrolled  in  high  school  may  be  admitted 
to  a  continuing  education  class.  (In  extenuating 
circumstances,  by  approval  of  the  high  school  prin¬ 
cipal  and  the  superintendent  of  schools,  a  student 
under  18  may  be  admitted).  The  local  Admissions 
committee  will  meet  to  consider  each  applicant  for 
admission. 

FEES 

For  vocational  extension  classes  there  will  be  an 
extension  fee  of  $5.00  per  course  except  for  volun¬ 
teer  firemen,  local  law  enforcement,  prison  in¬ 
mates,  volunteer  rescue  and  life  saving  personnel, 
radio  patrol  personnel.  Vocational-recreational 
courses  will  be  on  a  self-supporting  basis.  Persons 
age  65  and  older  will  be  exempt  from  a  registration 
fee. 

ATTENDANCE 

Regular  class  attendance  and  participation  are 
essential  to  effective  teaching  and  learning;  there¬ 
fore,  students  are  expected  to  be  regular  and 
punctual  in  attendance.  A  minimum  of  75%attend- 
ance  is  required  to  receive  the  Adult  High  School 
Education  Diploma  and/or  certificates  of  credit  in 
any  other  course.  Upon  the  fifth  consecutive 
absence,  the  student  by  state  requirements,  will  be 
dropped  from  the  class  roll. 

ADULT  BASIC  EDUCATION 

Adult  Basic  Education  courses  provide  instruc¬ 
tion  in  reading,  writing,  social  studies,  basic  sci¬ 
ence,  mathematics,  consumer  education,  and 
health  education.  Instruction  is  provided  on  any 
level  and  students  receive  individualized  instruc¬ 
tion.  Upon  completion  of  the  Adult  Basic  Educa¬ 
tion  Course,  students  are  encouraged  to  continue 
in  the  Adult  High  School  Program. 
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ADULT  HIGH  SCHOOL  PROGRAM 

Through  special  arrangements  with  the  Mitchell, 
Avery,  and  Yancey  County  Boards  of  Education, 
any  person  18  years  of  age  or  older  whose  original 
high  school  class  has  graduated  may  earn  his  high 
school  diploma  through  courses  at  Mayland  Tech. 
He  will  receive  credit  for  all  units  shown  on  his  high 
school  transcript,  and  will  need  to  complete  at 
Mayland  Tech  the  remaining  courses.  Upon  com¬ 
pletion  of  the  required  courses,  he  will  be  awarded 
a  High  School  Diploma  by  the  Board  of  Education 
in  his  County  of  residence. 


HIGH  SCHOOL  EQUIVALENCY 

Another  program  for  the  adult  who  has  not  com¬ 
pleted  high  school  is  the  High  School  Equivalency 
Program.  Under  the  plan,  individuals  may  take  a 
series  of  tests  called  General  Educational  Develop¬ 
ment  (GED).  Those  receiving  an  acceptable  passing 
score  of  225  points  with  no  single  test  score  below 
35  will  be  awarded  a  High  School  Equivalency 
Certificate.  This  certificate  is  generally  accepted 
on  the  same  basis  as  a  high  school  diploma  for  em¬ 
ployment,  promotion,  or  further  education. 

The  GED  tests  cover  five  broad  areas:  English, 
Expression,  Literature,  Mathematics,  Social 
Studies,  and  Natural  Science.  They  are  adminis¬ 
tered  at  the  Institute. 

The  following  requirements  must  be  met  before 
taking  the  GED  tests: 

1.  Minimum  age:  18 

2.  Residence:  Current  North  Carolina  resident 

3.  Application  filed  on  a  special  form  available 
from  the  GED  administrator  at  time  of  testing. 

4.  Application  endorsed  and  approved  by  the 
GED  administrator. 

5.  Cost:  None 

6.  An  appointment  must  be  made  through  the 
Office  of  Learning  Resources. 


The  institute,  through  the  Learning  Laboratory 
or  Adult  High  School  classes,  offers  the  individual 
the  opportunity  to  prepare  for  the  GED  test. 

OCCUPATIONAL  EDUCATION- 
EXTENSION 

An  “extension”  course  is  a  part-time  course 
which  does  not  count  toward  a  diploma  or  a  de¬ 
gree,  but  for  which  a  certificate  of  completion  may 
be  given.  Extension  courses  may  be  academic, 
technical,  vocational  or  for  general  self-improve¬ 
ment.  Any  adult  18  years  or  older  who  needs 
training  or  re-training  or  who  can  otherwise  profit 
from  the  proposed  courses  may  be  enrolled.  Stu¬ 
dents  successfully  completing  an  extension  course 
will  be  awarded  a  certificate  by  Mayland  Technical 
Institute.  Credit  (Continuing  Education  Unit)  may 
be  earned  at  the  rate  of  one  C.E.U.  to  each  10  con¬ 
tact  hours. 


FIRE  SERVICE  TRAINING 


Firemanship 

Ambulance  Attendant  Training 
Hospital  Fire  Training 
Fire  Service  Technology 
Home  Fire  Safety 
Fire  Service  Operation  & 
Management 


Arson  and  Unlawful  Burning 
The  Company  Officer 
Introduction  of  Firefighting 
Industrial  Fire  Brigade 
Training 

Fire  Service  Training 
Others  as  needed 


LAW  ENFORCEMENT  TRAINING 


Introduction  to  Police  Science 

Courts  of  Law 

Elements  of  Offenses 

Laws  of  Arrest 

Search  and  Seizure 

Evidence 

General  Criminal  Investigation 
Narcotics  Investigation 
Motor  Vehicle  Law 
Juveniles 

Chemical  Tests  for  Alcohol 


Police  Administration 
Human  and  Public  Relations 
Supervision 

Traffic  Accident  Investigation 
Fingerprint  Identification 
Firearms  Training 
Riot  and  Crowd  Control 
Criminal  Investigation 
Civil  Procedure 
Computerized  Speed 
Detection 
Others  as  needed 


CONTINUING  EDUCATION/HIGH  SCHOOL  PROGRAM— G.E.D. 


CONTINUING  EDUCATION/EXTENSION  COURSES 
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VOCATIONAL  AND  TECHNICAL 
EXTENSION  COURSES 


LINESMAN  PROGRAM 

Energized  Lines,  I,  II,  III  Safety  Training 


HOSPITALITY  TRAINING 

Food  Service  Selling 
Basic  Quantity  Cooking 
Overview  of  School  Food 
Service 

Basic  Nutrition  and 
Menu  Planning 
Equipment  Use  and  Care 
Quantity  Food  Production 
Management 
Maid  Training 

How  to  Organize  Your  Work 
Travel  Information 


Principles  of  Supervision 
Job  Relations  Training 
Science  of  Human  Relations 
Art  of  Motivating  People 
Economics  in  Business  and 
Industry 

Effective  Communications 
Effective  Writing 
Effective  Speaking 
Speed  Reading 
Labor  Laws  for  Supervisors 


BUSINESS  EDUCATION 

Typing 

Business  English 
Shorthand 


Organization  and  Personnel 
Management 
Service  Station  Selling 
Personality  Development 
Customer  Relations 
Hospital  Human  Relations 
Hospital  Housekeeping 
Food  Service  Supervision  for 
Hospital  Personnel 
Custodial  Training 
Modified  Diet 


Work  Measurement 
Job  Methods 
Conference  Leadership 
Industrial  Safety  and  Accident 
Prevention 
Industrial  First  Aid 
Cost  Accounting  for 
Supervisors 

Supervisor  in  Hospitals 
Job  Instruction  Training 


Heating 
Refrigeration 
Air  Conditioning 
Bricklaying 
Plumbing 
Industrial  Chemist 
Bluepring  Reading 
Drafting 
Woodworking 


Child  Development 
Nurses  Aid  Training 
Drug  Abuse 
Gerontology 
First  Aid 


TEACHER  EDUCATION 


Teaching  Reading 
Audio-Visual  materials 
and  method 
Modern  Math 


Basic  Electricity 

Small  Appliance  Servicing 

Machine  Shop 

Small  Engine  Repair 

Welding 

Fruit  and  Vegetable 
Production 
Custodial  Training 
Real  Estate 
Automotive  Repair 


Maternity  Care 
Child  Psychology 
Day  Activities  for 
Mental  Health 
Emergency  Medical  Services 
Safety  of  other  types 


Counseling  and  Guidance 
Physical  Science 
Social  Health 
Others,  upon  request 


Bookkeeping 
Accounting 
Business  Machines 


NEW  AND  EXPANDING  INDUSTRY 

The  major  goal  of  this  program  is  to  promote  the  expansion  of 
existing  industries  and  to  assist  in  the  training  of  employees  for 
new  industries  being  established  in  the  Tri-County  area.  Upon 
request  from  a  new  or  expanding  industry,  Mayland  Tech  will 
provide  a  consultant  to  meet  with  industrial  management  to 
plan  a  training  program  to  meet  the  firm's  specific  needs.  These 
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MANAGEMENT  DEVELOPMENT  PROGRAM 

Management  Development  courses  are  designed  for  poten¬ 
tial  and  active  supervisors  and  management  personnel  who 
want  to  prepare  for  more  effective  leadership  and  advance¬ 
ment.  Courses  may  be  offered  at  the  Institute  or  in  industrial 
plants.  Practical  approach  to  meeting  everyday  business  needs 
such  as  planning,  organizing,  directing,  coordinating,  and  con¬ 
trolling  will  be  stressed  in  these  courses. 


HEALTH  AND  WELFARE  EDUCATION 

These  provide  opportunities  for  persons  engaged  in  all 
aspects  of  health  services  to  up-date  themselves  in  the  profes¬ 
sions,  and  to  others  who  desire  to  expand  their  knowledge  and 
understanding  in  the  following  areas: 


The  Institute  cooperates  with  local  school  agencies,  senior 
colleges,  and  universities  in  providing  short  courses,  work¬ 
shops,  and  courses  for  certificate  renewal  and  professional 
growth  in  many  areas  such  as  the  following: 
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GENERAL  ADULT  EDUCATION 
EXTENSION  PROGRAMS 

General  Adult  Education  Extension  Programs  are  the  short 
courses  developed  to  serve  the  general  educational  require¬ 
ments  for  the  avocational-recreational  interests  of  the  adult 
population  of  the  community.  These  courses  help  adults 
develop  basic  skills,  develop  talents  in  art,  music,  and  writing, 
and  to  develop  interest  and  appreciation  of  our  fine  arts  herit¬ 
age.  General  Adult  Education  Extension  Programs  include: 


Painting 

Drawing 

Ceramics 

Decoupage 

Knitting 


Music  Appreciation 
Creative  Writing 
History  of  Art 
Macrame 


CONSUMER  ECONOMICS  PROGRAMS 


Income  Tax 
Personal  Investments 


Survey  of  Insurance 
Consumer  Problems 


FAMILY  LIFE  PROGRAMS 

Family  Life  Programs  are  designed  to  help  family  members  to 
make  family  life  more  enjoyable  and  more  economical.  They  in¬ 
clude: 


Family  Planning 
Modern  Math  for  Parents 
Interior  Decorating 
Cake  Decorating 
Flower  Arranging 
Furniture  Refinishing 


Upholstering 

Sewing 

Cooking 

Arts  and  Crafts 

Nutrition 

Drapery  Making 


DRIVER  EDUCATION 


This  is  a  program  for  adults,  eighteen  years  of  age  or  older, 
who  want  to  learn  to  drive  under  a  planned  program  which  of¬ 
fers  behind-the-wheel  observation  and  experience  as  well  as 
classroom  training. 


CONTINUING  EDUCATION/EXTENSION  COURSES 


I  I 
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PERSONNEL 


BOARD  OF  TRUSTEES 
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BOARD  OF  TRUSTEES 


W.  B.  Wilkins,  Chairman . Avery  County 

James  R.  Fox,  Vice  Chairman . Yancey  County 

Art  Greene,  Secretary  .  Mitchell  County 

Ralph  J.  Gwaltney . AverV  bounty 

Jason  Hughes . AverY  bounty 

S.B.  Lacey,  Jr . AvkerV  V 

Bill  J.  Pitman .  Mitche  County 

Diane  D.  Pritchard  .  Mltche"  CountV 

Mark  W.  Bennett  . Yancey  County 

Boyd  C.  Deyton . YanceY  ^oun  Y 

Hazen  Ledford . C°“"tY 

Jeff  Buchanan .  SGA  President 


DIRECTORY  OF  INSTITUTE 
PERSONNEL 

ADMINISTRATIVE 

COUNCIL 


O.M.  Blake,  Jr . President 

A,  A.  Wingate  Junior  College;  B.A.  Wake  Forest  University; 
M.Ed.,  University  of  N,  C.  at  Greensboro;  D.Ed.,  N.  C.  State 
University  at  Raleigh 

Charles  W.  Edwards . Dean  of  Fiscal  Affairs 

B. S.  Western  Carolina  University;  Additional  Work  at  West¬ 
ern  Carolina  University 

Paul  L.  English  .  Director  of  Continuing  Education 

A.  A.  Lees  McRae  College;  B.S.,  M.A.  Appalachian  State  Uni¬ 
versity 

Ronald  B.  McKinney  .  Dean  of  Student  Services 

B. S.,  M.A.  Appalachian  State  University 

Position  Vacant  .  Dean  of  Instruction 


PRESIDENT’S  OFFICE 


Vicki  W.  Greene .  Secretary,  President 

B.S.  University  of  Tennessee 

David  P.  Huskins . Director  of  Institutional  Research 

and  Development 


B.S.  M.A.  Western  Carolina  University;  Additional  work  at 
Appalachian  State  University 

Peggy  H.  Johnson . Receptionist 

A.A.S.  Mayland  Technical  Institute 


STUDENT  SERVICES 

Larry  D.  Caudill  Counselor/Director  of  Student  Financial  Aid 
B.S.,  M.Ed.,  Western  Carolina  University 
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Mary  Gwen  Graham . Evening  Counselor/ 

Director  of  Placement 
B.A.  Mars  Hill  College;  M.A.  Appalachian  State  University; 
Additional  Work  at  Appalachian  State  University 

Janice  G.  Johnson . Secretary/Evening  Receptionist 

Diploma,  Crossnore  Business  Dept.;  Attended  Caldwell 
Community  College  and  Technical  Institute 

Kathy  S.  Justice  .  Registrar 

A.  A.  Caldwell  Community  College  and  Technical  Institute; 

B. S.  Appalachian  State  University 

Zeyland  G.  McKinney . Director  of  Veterans  Affairs 

B.S.  Wake  Forest  University;  M.A.  Appalachian  State  Uni¬ 
versity 

Brenda  B.  Wilcox  . Secretary,  Dean  of  Student  Services 

Secretarial  Diploma,  McDowell  Technical  Institute;  A.A.S. 
Mayland  Technical  Institute 


BUSINESS  OFFICE 

Mary  P.  Banner .  Bookkeeper 

Attended  Appalachian  State  University;  Attending  Mars  Hill 
College 


Julia  G.  Deyton  .  Secretary,  Dean  of  Fiscal  Affairs 

Attended  Asheville-Buncombe  Technical  Institute 

Delois  B.  Griffith .  Bookkeeper 


Attended  Appalachian  State  University;  Attending  Mayland 
Technical  Institute 


CONTINUING  EDUCATION 

B.  Frank  Deyton  . yancey  County  Coordinator 

B.S.  Milligan  College;  M.A.  East  Tennessee  State  University 

Margaret  B.  Murdock  .  Secretary,  Continuing  Education 

Secretarial  Diploma,  Steed  Business  College;  Attended  Lees 
McRae  College;  A.M.R.A.  Certificate  for  Medical  Record  Li¬ 
brarians;  A.A.S.  Mayland  Technical  Institute 

H.  Wayne  Phillips . Avery  County  Coordinator 

A.A.S.  Wilkes  Community  College;  B.T.  M.A.  Appalachian 
State  University;  Additional  Work  at  Appalachian  State  Uni- 
versity 


ADMINISTRATIVE  PERSONNEL 
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INSTRUCTIONAL  DIVISION 

Kay  O.  Coins . Secretary,  Dean  of  Instruction 

Ralph  T.  Rice . Director  of  Technical  Programs 

B.S.  Mars  Hill  College;  Additional  Work  at  East  Tennessee 
State  University 

Kearney  I.  Smith . Director  of  General  Education  Studies 

B.A.  University  of  North  Carolina  at  Charlotte;  M.A.  Uni¬ 
versity  of  North  Carolina  at  Chapel  Hill;  Ph.D.  University  of 
Georgia  at  Athens 

Fred  L.  Stout . Director  of  Vocational  Programs 

Various  Service  Schools:  Sun  Electric,  U.S.  Army;  Aberdeen 
Ordnance  School,  General  Motors,  Detroit  Allison;  Attend¬ 
ing  Mars  Hill  College 


LEARNING  RESOURCES  CENTER 

John  M.  Cummings  . Coordinator  of  Media  Services 

Attended  N.C.  State  University  at  Raleigh,  A.A.S.  Tech¬ 
nical  Institute  of  Alamance 


Barbara  H.  Gouge . Coordinator  of  the  Library 

Attended  Mayland  Technical  Institute;  Attending  Mars  Hill 
College 

Barbara  B.  Ledford  ....  Secretary,  Learning  Resources  Center 
Joyce  B.  Orndoff . Director  of  Learning  Resources  Center 


B.A.,  M.A.  East  Tennessee  State  University 


LEARNING  LABORATORY 

Kathleen  M.  Buchanan  - Learning  Laboratory  Coordinator 

Wilkes  College,  Sherwood  School  of  Business;  B.A.  Mars  Hill 
College;  Additional  Work  at  Appalachian  State  University 

Louise  B.  Hembree . Director  of  Learning  Laboratories 

B.A.,  M.A.  Appalachian  State  University;  Additional  Work  at 
University  of  North  Carolina  at  Chapel  Hill 

Eva  Lee  Howell  . .  Assistant  Learning  Laboratory  Coordinator 
Attending  Mars  Hill  College 


HUMAN  RESOURCES  DEVELOPMENT 


D.  Derwin  Woody  . 

Director  of  Human  Resources  Development 
A. A.  S.  Mayland  Technical  Institute;  B.T.  Appalachian  State 
University 


MAINTENANCE 

Van  D.  Grindstaff  . Custodian 

Troy  G.  Hughes . Maintenance  Supervisor 


FACULTY 

Irene  T.  Blevins . Chairman,  Nursing  Education 

B.S.  Montreat  College;  R.N.  Memorial  Mission  Hospital 

Ann  F.  Copley .  Cosmetology 

Graduate  of  Lexington  School  of  Beauty  Culture;  Graduate  of 
Selegman  and  Latz  School  of  Advance  Hair  Design;  Attending 
Mars  Hill  College 


Jerry  V.  Cox . Chairman,  Electrical/Electronics 

B.S.  Duke  University;  Additional  Work  at  University  of  Florida 

Angie  A.  Duncan  .  Nursing  Education 


Attended  East  Tennessee  State  University;  B.S.  Appalachian 
State  University;  Graduate,  Presbyterian  Hospital  School  of 
Nursing 

Thomas  L.  Floyd  .  Electrical/Electronics 

B.S.  University  of  Florida;  M.S.  University  of  North  Carolina 
at  Greensboro 

Robert  M.  Hensley . Chairman,  Light  Construction 

Attended  N.  C.  State  University  at  Raleigh;  Attended  Ashe- 
ville-Buncombe  Technical  Institute 

Sherry  B.  Horton .  Related  Studies 

B.A.  Appalachian  State  University;  M.S.  University  of  North 
Carolina  at  Greensboro 

Katrina  V.  Hunter . Business  Department 

B.S.  M.A.  East  Tennessee  State  University 

John  E.  Keen  . . .  elated  Studies 

A. A.  Hiwassee  College;  B.A.  Emory  and  Henry  College;  M.A. 
Boston  College 


Hattie  W.  Keller . Business  Department 

B.S.,  M.A.  East  Tennessee  State  University 

Barbara  W.  McKinney .  Related  Studies 

B.S.,  M.A.,  Appalachian  State  University 

Addy  M.  Miller . Chairman,  Cosmetology 

Graduate  of  Andersons  Beauty  College;  Advanced  Study  at 
Virginia  Farrell  Academy  of  Advanced  Hairstyling,  Eugenie 
Baverle  School  of  Advanced  Hairstyling,  Clairol  Institute  of 
Haircolor,  Roux  Graduate  Colorist 

Rosalind  E.  Nolen .  Chairman,  Early  Childhood 

B.S.,  M.A.  Appalachian  State  University 

Bruce  L.  Phillips .  Related  Studies 

A. A.  Mars  Hill  College;  B.S.,  M.A.  Appalachian  State  Univer¬ 
sity;  Additional  Work  at  Duke  University,  University  of  North 
Carolina  at  Chapel  Hill,  East  Tennessee  State  University,  East 
Carolina  University,  and  N.C.  State  University  at  Raleigh 


W.  B.  Randolph . 

B.S.  Appalachian  State  University 


Business  Department 
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Elaine  T.  Reed  . Nursing  Education 

B.S.  Mars  Hill  College;  Graduate,  Mercy  School  of  Nursing 

Ralph  T.  Rice . Chairman,  Business  Department 

B.S.  Mars  Hill  College;  Additional  Work  at  East  Tennessee 
State  University 

Ann  M.  Schortinghouse  . Early  Childhood 

A.B.  Trevecca  Nazarene  College;  Additional  Work  at  Appala¬ 
chian  State  University 


Dale  H.  Shook .  Automotive/Diesel  Mechanics 

Kearney  I.  Smith . Chairman,  General  Education  Studies 


B  A.  University  of  North  Carolina  at  Charlotte;  M.A.  Univer¬ 
sity  of  North  Carolina  at  Chapel  Hill;  Ph.D.  University  of 
Georgia  at  Athens 

G.  Beauford  Smith  .  Light  Construction 

fay  R.  Steinberg .  Related  Studies 

A.B.  Queen  College;  M.A.  East  Carolina  University 

Fred  L.  Stout . Chairman,  Automotive/Diesel  Mechanics 

Various  Service  Schools;  Sun  Electric  Corporation,  U.S.  Army; 
Aberdeen  Ordnance  School,  General  Motors,  Detroit  Alli¬ 
son;  Attending  Mars  Hill  College 

Calvin  A.  Vance .  Automotive/Diesel  Mechanics 

Diploma,  Central  Piedmont  Community  College 

Barry  D.  Weaver . Business  Department 

A.S.  Gaston  College;  B.S.,  M.S.  Appalachian  State  University 

Bill  D.  Wiseman .  Light  Construction 

Jack  A.  Wood . Chairman,  Criminal  Justice 

A. A.  Western  Piedmont  Community  College;  B.S.  University 
of  North  Carolina  at  Charlotte 
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BUSINESS  DEPARTMENT 

Mr.  Fred  Bacon — Burnsville  Mills  of  Mohoasco  Industry, 
Burnsville,  N.C. 

Mr.  Tom  Bledso — North  Carolina  National  Bank,  Spruce  Pine, 
N.C. 

Mr.  Don  Brewer — Modern  Globe,  Inc.,  Bakersville,  N.C. 

Mr.  Sam  Capps— Brad  Ragan,  Inc.,  Spruce  Pine,  N.C. 

Mr.  Hugh  Dobbins— Fortner  Insurance  Co.,  Spruce  Pine,  N.C. 
Mr.  David  Lawson— Lawson-United  Feldspar  and  Mineral  Co., 
Spruce  Pine,  N.C. 

Ms.  Helen  McKinney— Northwestern  Bank,  Spruce  Pine,  N.C. 
Mr.  P.  J.  Patterson — Sky  City,  Spruce  Pine,  N.C. 

Mr  Ben  Robinson— Harris  Mining  Co.,  Spruce  Pine,  N.C. 

Mr.  Robert  Rynhart-Glen  Raven  Mills,  Burnsville,  N.C. 

Ms.  Pattie  Setzer— County  Commissioner  Office,  Newland, 

N.C.  .  ,  „ 

Ms.  Juanita  Shoemaker— Cannon  Memorial  Hospital,  Banner 

Elk,  N.C.  ,  ,  K1  _ 

Mr.  Robert  Wiseman-Avery  County  Manager,  Newland,  N.C. 


EARLY  CHILDHOOD  SPECIALIST 

Ms.  Iva  Nell  Buckner— Supervisor  of  Yancey  County  Schools, 
Burnsville,  N.C. 

Ms.  Arvene  Byrd— Director  of  Head  Start,  Spruce  Pine,  N.C 
Ms.  Leotta  Coffey— K-1  Teacher,  Crossnore  Elementary  School, 
Crossnore,  N.C. 

Mr.  Bart  Edwards— Principal,  Harris  Elementary  School,  Spruce 


MsJosep'hine  Hollingsworth-Director,  Newland  Child  Devel¬ 
opment  Center,  Newland,  N.C. 

Mr.  Larry  Howell— Principal,  Micaville  Elementary  School, 

Micaville,  N.C. 

Ms.  Helen  McKinney-Former  Student  and  Head  Start  Home 
Visitor,  Yancey  County 

Ms.  Judy  Stevens— Teacher,  Bakersville  Child  Development, 
Bakersville,  N.C. 


AUTOMOTIVE/DIESEL  MECHANICS 


Mr.  Bob  Brinkley-Brinkley  Motor  Co  Newland  N.C 
Mr.  Warren  Buchanan— Buchanan  and  Young  Chevrolet  and 
Plymouth,  Bakersville,  N.C. 

Mr.  Claude  Greene-Greene-McKinney  Chevrolet,  Spruce 


Pine,  N.C. 

Mr.  Bob  Harmon— Underwood  Chevrolet, 


Newland,  N.C. 


Mr.  Howard  Henline— Mineral  City  Motors,  Spruce  Pine,  N.C. 
Mr.  George  Roberts— Roberts  Chevrolet,  Burnsville,  N.C. 

Mr.  Frank  Thomas— Scenic  Motors,  Spruce  Pine,  N.C. 

Mr.  Tom  Wise— Underwood  Chevrolet,  Newland,  N.C. 

COSMETOLOGY 

Ms.  Charlotte  Edwards— Ann’s  Beauty  Salon,  Spruce  Pine,  N.C. 
Ms.  Emmalene  Henson — Emmalene’s  Beauty  Salon,  Crossnore, 
N.C. 

Ms.  Ann  Phillips— Ann’s  Beauty  Salon,  Spruce  Pine,  N.C. 

Ms.  Helen  Phoenix— Phoenix  Beauty  Salon,  Burnsville,  N.C. 
Mr.  William  (Bill)  Simmons— Style  Beauty  Salon,  Burnsville,  N.C. 
Ms.  Denise  Watson — Curl  and  Swirl  Beauty  Salon,  Crossnore, 
N.C. 

SMALL  ENGINE  REPAIR 

Mr.  Leroy  Bishop-Manager,  True  Value  Hardware,  Burnsville, 

N.C.  ,  ,  . 

Mr.  Joe  Howell — Owner,  Howell’s  Farm  Supply  and  Joe 

Howell’s  Store,  Ingall’s,  N.C. 

Mr.  Ed  Leonard — Owner,  True  Value  Hardware,  Spruce  Pine 
and  Burnsville,  N.C. 

Mr.  Earl  Smith  and  Mr.  Jerry  Smith-Co-owners,  Smith  Repair 
Shop,  Spruce  Pine,  N.C. 

ELECTRICAL  INSTALLATION  AND 

MAINTENANCE/INDUSTRIAL 

ELECTRONICS 


Mr.  John  Browning — Sperry-Univac,  Bristol,  Tennessee 
Mr.  Boyd  Franklin— TRW,  Boone,  N.C. 

Mr.  Eric  Godfrey— Baxter  Laboratories,  Inc.  Marion,  N.C. 

Mr.  Richard  Kennan— Texas  Instruments,  Inc.,  Johnson  City, 
Tennessee 

Mr.  Peter  Miller— Magnavox  Company  of  Tennessee,  Green¬ 
ville,  Tennessee 

Mr.  Ray  Miller— Clearview  Cable  Company,  Burnsville,  N.C. 
Mr.  Bruce  Pitman— Mayland  Armature  Company,  Spruce  Pine, 
N.C. 

LIGHT  CONSTRUCTION 

Mr.  Fred  Biddix — Mitchell  County 
Mr.  George  Bruce  Morgan— Mitchell  County 
Mr.  Olen  Shepherd— Yancey  County 
Mr.  Luther  Stoppard — Mitchell  County 
Mr.  R.  J.  Thompson — Mitchell  County 
Mr.  Charles  Trice— Avery  County 
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NURSING  EDUCATION 

Ms.  Irene  Blevins— R.N.,  B.S.,  Department  Chairman,  Mayland 
Tech 

Dr.  Glenn  Buchanan— M.D.,  Chief  of  Staff,  Spruce  Pine  Com¬ 
munity  Hospital,  Spruce  Pine 

Dr.  Robert  C.  Chapman — M.D.,  General  Practice,  Cannon 
Memorial  Hospital,  Banner  Elk 

Ms.  Angie  Duncan— R.N.,  B.S.,  Instructor,  Mayland  Tech 

Ms.  Norma  Duncan— R.N.,  Director  of  Nursing,  Spruce  Pine 
Community  Hospital,  Spruce  Pine 

Ms.  Lix  Hilliard — R.N.,  Director  of  Nursing,  Cannon  Memorial 
Hospital,  Banner  Elk 

Ms.  Wanda  McKinney — L.P.N.,  Spruce  Pine  Community 
Hospital,  Spruce  Pine 

Ms.  Louise  Murray— L.P.N.,  Cannon  Memorial  Hospital,  Banner 
Elk 

Ms.  Helen  Ramsey— L.P.N.,  I.C.U.,  Cannon  Memorial  Hospital, 
Banner  Elk 


Ms.  Elaine  Reed— R.N.,  B.S.,  Instructor,  Mayland  Tech 
Ms.  Sharon  Thomas— R.N.,  Medical,  Cannon  Memorial 
Hospital,  Banner  Elk 

Ms.  Nina  Turbyfill  R.N.,  Spruce  Pine  Community  Hospital, 
Spruce  Pine 

LEARNING  RESOURCES  CENTER 

Charles  Edwards — Dean  of  Fiscal  Affairs 

Joyce  Orndoff  Learning  Resources  Center,  ex-officio  member 

Ralph  Rice — Technical  Studies 

Kearney  Smith— Related  Studies 

Fred  Stout — Vocational  Studies 

Community  Members: 

Mr.  and  Mrs.  E.  T.  Ericson — Avery  County 
Mrs.  Robert  Stroup— Mitchell  County 
Ms.  Judy  Byrd — Yancey  County 

Student  representatives  are  chosen  each  year  to  serve  on  this 
committee. 
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